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NOTICE

PREPARATORY TO AWARDING ANY FUTURE
DEVELOPMENT OF MAINTENANCE CONTRACTS FOR
THIS SYSTEM, USER AGENCIES AND SUPPORTING
PROCUREMENT ACTIVITIES MUST ASSURE SELECTED
CONTRACTOR FIRMS AGREE TO AND DECLARE, IN
WRITING, CONTRACT PERFORMANCE WILL BE
LIMITED TO U.S. CITIZEN PERSONNEL ONLY. THISISA
MANDATORY REQUIREMENT DUE TO THE MILITARY
CRITICAL TECHNOLOGIES AND TECHNICAL
INFORMATION WITH UNIQUE MILITARY UTILITY
ASSOCIATED WITH AFFECTED SOFTWARE AND
SUPPORTING DOCUMENTS.

DESTRUCTION NOTICE

DESTROY BY ANY METHOD THAT WILL PREVENT
DISCLOSURE OF CONTENTS OR RECONSTRUCTION OF
DOCUMENT.
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SUMMARY of CHANGE

AISM 25-P5B-A26-AlIX-SUM

Military Personnel Trangtion Processing (TRANSPROC)
Software User Manud (SUM)

01 December 1999

This updated manud--

?7?

?7?

?7?

?7?

?7?

?7?

Replaces al previous versons of Software User Manud (SUM) prepared in
accordance with (IAW) Department of Defense (DOD) documentation standards MIL-
STD-498, which was canceled on 27 May 1998.

Adheres to the documentation standards contained in the Inditute of Electricd and
Electronics Engineers (IEEE)/Electronics Industries Association (EIA) standard,
|EEE/EIA 12207, "Information Technology- Software Life Cycle Process.”

Provides information needed to use the system effectively.

Contains a hierarchy diagram in Section 3 that is a quick-reference to the location of
each avallable menu and screen.

Provides a blank copy of DA Form 2028 (Recommended Changes to Publications and
Blank Forms). Thisform is at the end of the manua and users may reproduce and use
it to write corrections, additions, or comments about the manua. Users may aso use it
as cover sheet to amarked up copy of the TRANSPROC SUM.

Be advised that changes would be subject to approval by the appropriate subject area
functional proponent (SAFP).

NOTE

Some of the menus or screens shown in the manua may not yet be avallable in the
software.  These menus or screens are shown with an asterisk next to the menu
numbersin Figure 3.4-1, TRANSPROC Hierarchy Diagram.
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1 SCOPE
1.1 IDENTIFICATION,

The following isafull identification of the Military Personnd Trangtion Processing (TRANSPROC):

a Automated Information System (AIS) Identifier, which establishes the base functiond
components of a systlem: P5B.

b. System Identification Code (SIC) identifies the software tool methodology that the
goplication is developed: A26.

C. Title and Abbreviation: Military Personnel Trangtion Processing (TRANSPROC)
Previoudy fielded Release/VVerson Number: 10.04/10.00.

e Software Change Package (SCP) Release/Version number being developed/ fielded:
P5B-A26-11-02.

1.2 SYSTEM OVERVIEW,

The Ingdlation Support Module (ISM) Project was established to create new software applications,
(or upgrade exigting ones) that would automate standard procedures and integrate information used to
manage Army inddlations. These software gpplications are packaged as modules according to the
ingalation management function they perform. I1SM is deployed army-wide and comprises a uniform
st of automated tools that asssts ingdlation commanders in effectively managing dally operations.

TRANSPROC is part of the ISM Project, which is an army-wide Mgor Automated Information
System (MAIS) initiative. The primary objective of ISM is to enhance, through automation, ingalation
management functions. ISM applications consst d standard procedures packaged into functiona
gpplications, which automate as well as integrate day-to-day instalation processes. ISM applications
use the Ingdlation Leve Integrated Data Base (ILIDB), which is the centrd repository for data that is
common to more than one ISM application, and various loca databases that contain data eements
unique to the individua 1SM applications.

ISM operates a garrison locations and support functional users during peacetime, mobilization, and
wartime conditions. Ingdlation commanders and ingdlation functiond managers use ISM applications
and data to manage resources under their control. 1SM performs the following mgor functions.

7 Applicationspecific support to meet the information needs of ingdlation tinctiond
activities and tenant units;

7 Command and gtaff reporting requirements via standard or ad hoc queries run againgt
elther an gpplication database or the ILIDB; and

?7? Information exchanged internaly among ingdlation functiond activities and exterrdly to
echdons above inddlation levels, as wel as to Standard Army Management
Information Systems (STAMIS).

The purpose of the TRANSPROC ISM is to support the personnd portion of demobilization and may
be utilized to peform the peacetime (garrison) Military Personnd (MILPER) functions supporting
Separation Processing, (Trangtion and Retirement), Documents, Orders, SSIDPERS Transactions, and
Reports. It facilitates the preparation and adminigtrative handling of records, forms, memos and orders,
required forms have been automated. These adminidrative files are maintained on the Inddlation Leve
Integrated Database (ILIDB) or the application’s local database. Printed copies of DD Form 214, DA
Form 664, separation memos and orders are produced as output.

1.2.1 Organizational and Personnel References.

11
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The following organizations and personnel maintain arespongbility or interest in this ISV gpplication.

a ISM Functional Praoponent. The ISM Functiona Proponent (FP) is the Office of the
Director of Information Sysems for Command, Control, Communications, and

Computers (DISC4).

b. Application Sponsor.  The gpplication sponsor is the Director of Management (DM)
Office Chief of Staff, Army (OCSA).

C. LISM/MISM _EP. The ISM/MISM FP is the Director of Information Systems for
Command, Control, Communications, and Computers (DISCA4).

d. Assgned Respongble Agency (ARA). The ARA for technical development, testing,
fidding and maintenance of this ISM gpplication is the Information Systems Software

Center (1SSC).
e Paint of Contact.

Organization: US Army Information Sysems Softwae Center -
(USAISSC)
ATTN: AMSEL-IES, Stop H6, 6000, 68" ., Suite S122A,
Ft. Belvair, VA 22060-5576

Point of Contact: Joanne Pinheiro

Commercid Phone  (703) 806-4244

DSN: 365-4244

1.3 DOCUMENT OVERVIEW,

The purpose of this TRANSPROC SUM isto provide the software user with the information necessary
to use the system effectively. This manuad dso provides ingructions on how to operate a Persond
Computer workstation. For information about functiona and system adminigtration, refer to U.S. Army,
AISM 25-P5B-A26-AlX-SCOM, “TRANSPROC Software Center Operator Manua (SCOM).”

1.3.1 Security.

TRANSPROC does not store or process classfied dataa.  TRANSPROC data is designated as
unclassfied-sengtive two (US2), as defined in Army Regulations (AR) 380-19, “Information Systems
Security (1SS),” 01 May 1996. Thisdatais For Officid Use Only (FOUQO), and prohibits unauthorized
disclosure.

a Autharization Either an explicit officid authorization or an implicit authorization derived
from officid assgnments or respongbilities must authorize accessto TRANSPROC.

b. Didosre.  You must not disclose any persond information contained in
TRANSPROC except as authorized by AR 380-19.

1-2
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1.3.2 Security Guidelinesfor Using TRANSPROC.

The following guidance helps users to operate the system in accordance with applicable security
provisons.

1.3.2.1 Modifying or Viewing Data.

Only users who have explicit authorization are dlowed to enter, modify, delete, or view TRANSPROC
data The System Adminidrator (SA) adminigtrates the system access using a combination of login

name, password, and access permissions. Only individuas to whom login names and passwords were
specificdly assigned by the SA shdl use them.

a Screens. Adjust Video Display Termina (VDT) screens s0 that unauthorized person
can not view informationa displays.

b. Accuracy. Enter or modify data carefully and completdly, to avoid storing or
transmitting erroneous or incomplete data.

1.3.2.2 Protecting Information Sour ces.

Safeguard dl information input to or generated by the system againgt unauthorized use, copying, or
destruction.

a Documents.  Prevent unauthorized individuads from viewing or accessng any
documents, such as forms or manud files, by covering them or storing them in secure
containers.

b. Electronic Media. Label al eectronic media, such astapes or diskettes, and keep them
in proper storage containers.

1.3.3 Documentation Conventions.
1.3.3.1 Notational Conventions.
Table 1.3-1 shows the symbols of notationa conventions used throughout this manual.

Table1.3.1. Notational Conventions
MEANING

Enter or Return key. Control, alternate, or similar keys on the keyboard are
shown thisway. Examples: <Alt> <PgDn>

<Ctrl>/<D> Denotes a combination of a control key and alphanumeric key. Hold the
<Alt>/<X> control key and press the specified a phanumeric.

<F1> FUNCTION Denotes afunction key and its screen-labeled function

“message” Denotes a message displayed on-screen

{prompt} Denotes a prompt that requires aresponse

text Type the text exactly as shown

“text” Names of files, directories, and other items may be shown in quotes to
indicate their exact names

1.3.4 Procedural Conventions.

Eveary item on every menu has a corresponding number. To sdect a menu item, press its number
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followed by <Enter>. Fgure 3.4-1 shows the hierarchy of adl TRANSPROC menu items. Use this
hierarchy of menu item numbers to specify the menu path. The menu path for “Add/Change
TRANSPROC User” isasfollows:.

Master Menu

+ - - 7. TRANSPROC Initialization/Administration Menu

H + - - 1. Security Administration Menu
H H + - - 1. Add/Change TRANSPROC User

“Use Procedure 7,1,1 (Add/Change TRANSPROC User)” means to select each menu in order,
darting from the “Magter Menu.” Using this system of notation, you can quickly get to the screen
needed without having to refer to the Hierarchy Diagram. Simply enter each number (followed by
<Enter>) in the order listed.
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2 REFERENCED DOCUMENTS
2.1 PROJECT REFERENCES.
The following documents are helpful in understanding and performing the tasks described in this SUM.

a  Proect Requed.

@
)

US. Army AISM 25-P5B-A26-OSE-FD, “TRANSPROC Functiona
Description (FD),” 17 December 1993, UNCLAS,

Memorandum of Agreement (MOA) between PERSCOM, Deputy
Commanding Generd (DCG), Information Management (IM) and Program
Executive Officer-Standard Army Management Information Systems (PEO
STAMIS) (May 1990), established Separation Processing (SEPPROC) and
Trangition Processng (TRANSPROC) as part of the (Standard Ingtdlation/
Divison Personnd System-3 (SIDPERS-3) Functiona Basdine (FBL).

Memorandum for Record (MFR), ISM and SIDPERS Work Categories (April
1990) transferred some SIDPERS functions to the ISM program.

Memorandum for HQDA, CSDS-CS, (February 1991), approved TRANS
PROC asan ISM.

FD for Trangtion Point Processing, SIDPERS- 3 process attributes.

SAIS-PP Memorandum, Subject: Ingtdlation Support Module (ISM) Mesting,
15 March 1990, dated 26 March 1990.

SFFM-CA-FD Memorandum, Subject: Letter of Ingruction (LOI) for
Integration of Information Systems Requirements, Cogting, Programming,
Budgeting, and Execution, dated 6 January 1988.

C. Documentation Cancerning Related Projects.

e
©)
(4)

ISM  Functiond Description (FD) Project Summary, Directorate of
Management (DM), Office of the Chief of Staff, Army (OCSA), dated 15 April
1992.

Rapid Development Plan, DM, OCSA, dated 11 December 1990.
TRANSPROC FD, DM, OCSA, dated 24 June 1991.
Out-Processing (OUTPROC) FD, DM, OCSA, dated 30 August 1991.

C. LSM Nomination and Apprava Documentation. Memorandum for HQDA, CSDS-CS
(February 1991) approved SEPPROC and TRANSPROC as ISM.

d. DQOD/Army Regulations, Pamphiets, [ngructions, etc.:

@
e

MIL-STD-498 Military Standard - Software Development and
Documentation
AR 25-3 Army Life Cycle Management of Information Systems.
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©)
(4)
Q)
(6)

(1)
(8)

©)
(10)

(11)

(12)
(13)
(14)

(15)
(16)
(17)
(18)
(19)
(20)
(21)
(22)
(23)
(24)
(25)

AR 25-9

AR 25-50
AR 25-400-2
AR 37-26

AR 37-106

AR 55-46

AR55-71

AR 135-32

AR 135-91

AR 135-100

AR 135-101

AR 135-156

AR 135-175
AR 135-178
AR 135-180
AR 135-205
AR 310-10
AR 600-8
AR 600-8-7
AR 600-8-11
AR 600-43
AR 604-10
AR 635-5

Army Life Data Management and Standards Program
Preparing and Managing Correspondence
The Modern Army Record Keeping System (MARKYS)

Accounting and Reporting for Travd and
Trangportation Furnished by Military Airlift Command
(MAC)

Finance and Accounting for Ingdlations; Trave and
Transportation

Travel of Dependents and Accompanied Military and
Civilian Personnd To, From, and Between Over-seas
Areas

Transportation of Persond Property and Related
Services

Retention in an Active Status Subsequent to
Qudifications for Retired Pay

Savice Obligations, Methods of  Fulfillment,
Paticipation  Requirements and  Enforcement
Procedures

Appointment of Commissioned and Warrant Officers of
the Army

Appointment of Reserve Commissoned Officers for
Assgnment to Army Medicad Department Branches

Generd Officer Assgnments, Promoations, Retention In
and Remova From an Active Status

Separation of Officers

Separation of Enlisted Personne

Quadifying Service for Retired Pay Non-regular Service
Enlisted Personnd Management

Military Orders

Military Personndl Operations

Retirement Services Program

Reassignment

Conscientious Objection

Military Personnel Security Program
Personnel Separations, Separation Documents
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(26) ARG635-5-1 Separation Program Designator (For Official Use
Only (FOUQ))

(27) ARG635-10 Processing Personnd for Separation

(28) AR635-40 Physcd Evdudion for Retention, Retirement, or
Separation

(299 AR635-100 Officer Separations

(30) AR635-120 Personne  Separations  Officer, Resgnations, and
Discharges

(31) AR®635-200 Enlisted Separations

(320 DA PAM 600-8-101 SIDPERS Battalion S1 Level Procedures

(33) DA PAM 600-8-11 Military Personnel Office Separation Procedures
Processing

(39 ARG600-8-101 “Personnedl Processng  (Inand-Out  Mohilization
Processing),” UNCLAS.

(35) ARG600-63 “Army Hedth Promotion,” UNCLAS.

(36) ARG08-1 “Army Community,” UNCLAS.

(37) ARG612-2 “Preparation for Overseas Movement,” UNCLAS.

(38) DODI 1336.1 Subject: Certificate of Release or Discharge from
Active Duty (DD Form 214 /5 Series) dated 06
January 1989.

(39) Title37U.S. Code  Military Pay, Allowances, and Entitlement Manud

(USC) 101

d. LSM References. Directorate of Management Office (DMO), Office of the Chief of
Staff, Army (OCSA), ISM Roject Summary FD, dated 15 April 1992 and the ISM
FD (Draft) dated December 1993.

e Hardware Documentation.

IBM POWERsation and POWERserver - Diagnodtic Information for Micro
Channdl Bus Systems, Verson 4.2 - Part No. SA23-2765-01.

IBM Adapters, Devices, and Cable Information for Micro Channe Bus

@D
@)
©)
(4)

@D
e
©)
(4)
Q)

Systems, Version 4.2 -

Part No. SA23-2764-01.

IBM 7012 Modds 300 Series - Ingdlation and Service Guide - Part No.

SA23-2624-07.

IBM 7012 Models 300 Series - Operator Guide - Part No. SA23-2623-05.
f. Software Documentation.
MS-DOS User’ s Guide and Reference, Version 5.0/6.22.

AlIX Verson 4.2 Quick Ingalation and Startup Guide.

AIX Verson 4.2 Ingdlation Guide - Part N0.SC23-2341.

AlX Verson 4 2 Getting Started - Part No.GC23-2521.

AlIX Verson 4.2 Sysem User’s Guide: Operating System and Devices.
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(6)
()
(8)

©)

(10)
(11)

(12)

AlIX Verson 4.2 Sysem Management Guide: Operating System and Devices.
AlIX Verson 4.2 Network Ingallation Management Guide and Reference.

AIX Vedon 4.2, Information For Operation Retrievad/License System
(IFOR/LS) System Management Guide.

Oracle7™ for AIX-Based Systems Ingtallation & Configuration Guide, Part
No0.A32105-1.

Oracle7™ SQL*Plus User's Guide and Reference, Version 3.1

Oracle7™ Server SQL Language Reference Manual, Part Number 778-70-
1292.

“A Technicd Introduction to the Oracle Save™” in the “Oracle7 Server
Concepts Manual.”

2.2 TERMSAND ABBREVIATIONS,

Section 6 defines the terms, abbreviations, and acronyms unique to this manual.
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3 SOFTWARE SUMMARY
3.1 SOFTWARE APPLICATION.,

This section summarizes TRANSPROC, induding its background, functions performed by the
gpplication communication techniques used, and interfaces to other systems and organizations.

TRANSPROC is a multi-user, interactive, menu-driven, database system for storing and retrieving
following basic functions: creation of adminigrative files, soldier data input, and output.

a Credion of Adminidrative Files This function establishes printer configuration and
cusomizes inddlation levd files (letterhead, didribution list, sgnature block, and
processng ddion identification).  The printer configuration file identifies printer
degtination and name for the output. The data in the letterhead, digtribution list, and
signature block files support separation correspondence and orders output. The
processng detion identification file adlows an inddlation to establish required stations
that a soldier out-processes prior to separation. This data input is done by the System
Adminigtrator (SA), (Directorate of Information Management (DOIM)).

b. Soldier Data Input: You input data concerning the soldier through a series of 4 screens.
Data input is performed at ether the demobilization point or the trangtion point. The
data are used to create the output referred to in paragraph 3.2.1 and 3.2.4.

C. Qutput: You sdect the output (forms, correspondence, or orders) required for the
soldier’s separation. Data output is printed at the demobilization point or the trangtion
point. All data created earlier supports the outpui.

This ISV obtains timey and accurate information from the Inddlaion Level Integrated Database
(ILIDB) - a database of shared information common to other ISM. ILIDB-obtained information is
verified and, if necessary, updated through TRANSPROC. Information needed for TRANSPROC that
isnot part of the ILIDB is manudly entered.

3.2 SOFTWARE INVENTORY

The names, types, and descriptions of the TRANSPROC programs (software units) are listed below.
The type column conssts of: S for shell programs, E for Extended Termina Interface Prototype (ETIP)
executable, Q for Structured Query Language (SQL) programs (without ETI1), A for ADA and C for C
programs (without ESQL). See Figure 3.4-1, TRANSPROC Hierarchy Diagram, for an overal view
of the ETIP programs.

Table3.2.1. TRANSPROC Software Units
FileType

login shell Basic user setup for system

n

profile

.setupl SM .profile Runs .strtusrI SM

.SstrtusrISM .setupl SM Set ISM environmental variables

DA3L_info_prg info_prg Input/Updateinfo for DA 31 Form

act_duty_prg transprc_prg Process Reserve/National Guard Soldiers

address_prg info_prg Input/Update Soldier Addresses

adhoc_prg transprc_prg Runs Ad Hoc Query Main Menu

admin_prg transprc_prg Administration of TRANSPROC application

m{m|mj|m/ m;j|m;jjw[un

blank_prg

transprc_prg Print Blank forms
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Table3.2.1. TRANSPROC Softwar e Units
FileType

custom_prg
dd214 prg

Customize Orders Information

Input/Update Info and print Soldier’'s DD214
and Worksheet

admin_prg
info_prg

delete prg E ord_prg Delete Orders Information
info_prg

transprc_prg

dispostn_prg Perform Records Disposition

Print DD 214, DD 2656, DA 2339, DA 31, DA
1506 Functions

Create/Transmit DA Form 5005-R

docs_prg

transprc_prg
admin_prg
transprc_prg

€cps_prg
font_prg
info_prg
log_prg
ord_prg
query_prg
report_prg
reprint_prg
retire_app_prg

Download fonts to Network printers

Process Separation/Retirements

ord_prg Log Orders Processing

transprc_prg Create/Edit Orders

ord_prg Query Processed Orders

transprc_prg Prepare/Print Management Reports

admin_prg
info_prg

Reprint Archived Soldier Forms
Input/Update Info for DA2339

retire_pay_prg

info_prg

Input/Update Info for Retired Pay

sep_custom_prg

admin_prg

Customize TRANSPROC Information

serwks_prg

info_prg, dd214 prg

Input/Update Soldier Service Time

sold_info_prg

info_prg

Input/Update Soldier Information

transprc_prg

m(m |m|m/{m;{m; jm/{m;m/|m/ [m;/(m/|m/|m

setupl SM

Master Menu, Peacetime Menu and Archiv-

ing Functions

3.2.1 Information Inventory.
3.2.2 Resourcelnventory.

Since the software units in the TRANSPROC 1SM consst of a single executable and many associated
files (often smdl and inggnificant), a complete lising of every file referenced would be ingppropriate.
Insteed, this exhaudtive listing of the files that comprise a software unit isincluded in the TRANSPROC
ISV Software Product Specifications (SPS) manua. The numerica mgority of files that comprise a
software unit contain help messages and other text displayed on the screen when the ETIP progiam
executes. Thus, most of the files do not change as a result of TRANSPROC I1SM processing. The
exceptions to this include dynamic menu files that can be changed by a user or the ISM administrator.
Permanent files created using the TRANSPROC ISM include the Engineering Change Proposd
Software (ECP-S) data files. Other data files are creasted while generating reports and during 1SV
processing but these are temporary in nature.

The TRANSPROC database contains much of the information referenced, created and updated by the
TRANSPROC ISM. TRANSPROC requires this in order to operate. The ILIDB contains
information that is referenced by the TRANSPROC ISM. TRANSPROC cannot create or update
information in the ILIDB database. If it is not available, processing can continue.
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3.22.1 DBMSHFiles.

The database tables referenced or updated by TRANSPROC are listed in Table 3.2.2 below in
aphabetica order. The Subject Area Database (SADB) must contain these tables to operate fully,

though it may be possible to continue operation with some tables missing.

Table3.2.2. TRANSPROC Database Tables

Database

transprc

Table

act_duty

Database

transprc

Table

act_duty_rmk

transprc

act_duty_rtg

transprc

adhoc_svdet

transprc

adhoc_svary

transprc

adhoc_tbl

transprc

archive_log

transprc

asi_title_lookup

transprc

auth_tbl

transprc

award_badge lookup

transprc

char_svc_lookup

transprc

da1811

transprc

da2339_addr

transprc

da2339_canned rmk

transprc

da2339 _rem_attr

transprc

da2339 _rmk_tx

transprc

da3l

transprc

da3l Iv

transprc

dd214 log

transprc

dd214 rem_attr

transprc

dd214 rmk_tx

transprc

dis_Ist_tbl

transprc

disab_notify

transprc

draft_data

transprc

dras 91 info

transprc

dras_log

transprc

dras triggers

transprc

ecps_tbl

transprc

foreign_unit

transprc

form_vers thl

transprc

fv_distribution

transprc

fv_instructions

transprc

fv_signature

transprc

highest_grade

transprc

hist_occ_spec

transprc

ind_assoc_mar

transprc

ind_brief_dt

transprc

ind_miss_cd

transprc

ind_ssn

transprc

ind_tele sys

transprc

instructions_tbl

transprc

last_duty_asgt

transprc

let_ord_thl

transprc

max_id

transprc

menu_tbl

transprc

mil_ed_info

transprc

mos_aoc_title Ikup

transprc

near_relative

transprc

non_chrg_time_lost

transprc

oconus_svc_oblig

transprc

order_number_tbl

transprc

other_comp

transprc

printer

transprc

printer-default

transprc

query_tbl

transprc

rank_lookup

transprc

records_purge

transprc

reentry_cd_lookup

transprc

res_on_act_duty

transprc

ret_appl

3-3



Version 11.00 AlISM 25-P5B-A26-AIX-SUM 01 December 1999

Table3.2.2. TRANSPROC Database Tables

Database Table Database Table

transprc ret_pay transprc ret_pay_add

transprc ret_payment transprc rso_addr

transprc sadb_ind_assoc transprc sbp

transprc sea _svc transprc security

transprc sep_auth transprc sep_station

transprc sepp_statistics transprc service forsea

transprc service_schools transprc service _time

transprc shipment_contents transprc shipment_names

transprc shipments transprc sig_blk

transprc sigblock_tbl transprc signatures

transprc smr_ath_fed stt transprc sol_rp_fed_stt

transprc spd_log transprc st_addr

transprc svc_obligations transprc svc_prior

transprc svc_verf_lookup transprc svc_verification

transprc trans_act_lookup transprc transfer_activity

transprc transition transprc uid_214 |stdty uic

transprc uid_act_duty transprc uid_act_duty_rmk

transprc uid_act_duty rtg transprc uid_dal506_addr
transprc uid_da2339 addr transprc uid_da2339_rmk_tx

transprc uid_da3l transprc uid_dd214 Ist_crse

transprc uid_doc_print transprc uid_last_ship_num

transprc uid_shipment_auth transprc uid_shipments

transprc witness_sigblk

Thetablesin ILIDB referenced by TRANSPROC are listed in Table 3.2.3 below. You can find details
about these tablesin the ILIDB Database Design Description (DBDD) manual.

Table3.2.3. |ILIDB Database Tables

Table
i | v | i | L_omd_cd lookup
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Table3.2.3. ILIDB Database Tables

i_cmsnd_occ_spec i_cmsnd_off

i_co_aoc_lookup i_Cco_aoc_master

i_enl_mos_lookup i_enl_mos _master

i_enc_occ_spec i_enlisted
i_id bad awards i_ind_address

i_ind_appt i_ind_assoc

i_ind_assoc_addr i_ind_mil_educ

i_ind_pers_test i_ind_phone

i_individual i_mil_decn_awards

i_mil_educ_clss i_mil_forn_awards

i_mil_pers i_mil_pers asg

i_mil_separation i_mil_sfpa

i_mil_svc_awards i_nonml_dec_awards

i_org_strength i_oversea asg

i_pers test i_soli

i_soldier_lost_time i_sp_skl_bg_awards

i_sponsored_dep i_unit

i_unit_auth_str i_unit_awards

i_unit_phone i_update_hold

i_warr_off i_wo_mos_lookup

i_wWo_mos_master i_Wo_occ_spec

i_workentr_appt i_workentr_doc

i_workentr_gen_inf i_workentr_quest

i_workentr_skel

3.2.2.2 Pemanent Files.

There ae more than 1000 permanent files in the TRANSPROC run-time module. The names and
locations of the permanent files referenced created, or updated by TRANSPROC are included in the
TRANSPROC Software Product Specifications (SPS) manud. They are not included here, since the
files can not be understood without the detailed information about the ETIP programs that the SPS
provides.

Mogt of the files in the TRANSPROC run-time have suffixes that indicate the type of the file. The
meanings of some of the suffixes are asfollows:

Table 3.2.4. Meanings of Suffixes

FILE SUFFIX TYPE/CONTENTSOF FILE
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txt Text of aHELP, WARNING, BANNER, or MESSAGE SCREEN
menu List of choices available with the CHOICES key

sh Executable “shell” commands

sql SQL statements

The files contained in the “transprc.exp” subdirectory are not needed a run time. They contain an
export of the TRANSPROC database that is used optionally to load the database during
TRANSPROC ingdlation. The “transprc.sgl” file contains an SQL script that may be read by the
“dbimport” command.

3.2.3 Custom Reports.

The ISM “Ad Hoc Query” utility can create Ad hoc (customized) reports. These reports are the output
of SQL queries of the “transprc” database. You can congtruct queries usng a menu-driven feature
(knowledge of SQL not required) or you can write your own free-form SQL queries. In either case,
operation is restricted to queries only; updates or deletes are not allowed. Refer to Section 7 of this
manud for more information.

3.3 SOFTWARE ENVIRONMENT,

The TRANSPROC I1SM runs on any UNIX System V platform againgt a Structured Query Language
(SQL)-compliant Relationd Database Management System (RDBMS). Terminas may congst of any
American Nationa Standards Institute (ANSI) 3.64 type or a PC with a Smilar emulation program.
Printers, modems, and other peripheras will be ste specific. To successfully execute TRANSPROC,
the systlem environment should consst of the hardware, software, and utilities designated in paragraphs
3.3.1and 3.3.2.

NOTE: This ISM application is not dependent upon any one particular modd of computer. The
hardware described in the following paragraphs is one of the configurations possible for operating the
TRANSPROC gpplication.

3.3.1 HardwareRequired
Hardware configurations required to support TRANSPROC include:
a Computer. I1BM RISC 6000 System - Model 7012-300 series.

b. Local Computer Workstation. 386/486 class persona computer, a keyboard, a

monitor, power Sirip/surge suppresser, communications interface.

C. Printers.  For reports high-resolution dot-matrix impact printer, with RS-232 serid
communications interface and 132 column wide format.

3.3.2 Software Required
The software required, to run, TRANSPROC ISM includes:

a Operating Sysgem (QS). AIX OS Verson 4.2 Ingalaion Guide. The operating
system supervises the work of the computer and provides software utilities.

b. RDBMS. ANSI SQL-compliant relationd database management system (such as
Oracle7™ for AIX-Based Systems). The database is a collection of data, information
about indexes, and system cataogs that describe the structure of the database.

C. LSM Application. Thisisthe TRANSPROC application software used in host mode.

Locd Operating Sydsem. MS-DOS 5.0/6.22 disk operating system. This operating
system controls the work of the local ingtalation computer and provides local mode
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oftware utilities.

e Locd Communication Software. Various types of communications protocol software
may be used, depending on your ingdlation configuration. This software formats and
arranges data for transmission and controls the transfer of data between computers.

3.3.3 Database/Data Bank Characteristics.
TRANSPROC is designed usng a RDBMS that will:
a Allow ingdlationunique tables and attributes.

b. Provide integration with other portions of the ingalation, centrd data repository
previoudy devel oped.

C. Use data e ements sandardized IAW AR 25-9.

The data lements used for TRANSPROC are identified from the FD, the Structured Requirements
Andyss Planning (STRAP) reports, the STRAP key-based data mode, the Joint Application
Development sessions, and the Prototyping sessions. Other sources include existing databases, reports,
forms, user manuas, and other data stores maintained by the functional organization. These data
eements are fully defined in the Army Data Dictionary (ADD)/Automated Dictionary Support System
(ADSS).

The data elements for TRANSPROC are integrated into a multifunctional database as part of the ISM-
wide data architecture. By ng this data architecture, each function within has a view of its data.
This view will congst of multiple data eements that are contained in a row of ae or more tables.
Estimates of table and row szes for the SBIS-wide data architecture are presented in the Data Base
Desgn Description (DBDD) Manudl.

3.34 Major Application Components.
TRANSPROC contains the following mgor components.

a L ogica Parts of the Sydsem  TRANSPROC congsts of three input modules (soldier in-
processng module, clinic module, and maintenance module) and one output module
(query management system for queries and reports).

b. Communication Paths and Techniques. The ITP dructure, which condsts of the

following, supports |ISM communications:
@ Host computers located at the Installation Stes.

2 Communications hardware and software to support locd and long-haul
connectivity.
3 User workgtations located at Army ingtalations.

4 Remote network and systems management tools located at the Army Network
and Systems Operator Center (ANSOC).

The host computers at the ANSOC provide ISM application processng and ISM
application databases for their client users, who gain access through workstations.

T1 circuits and fractiond T1 bandwidth are provided for long-haul communications
between the ANSOC and the inddlations. Bandwidith is provided through the DOD,
Defense Information System Network (DISN) when spare capacity is available. When
new sarvice is required, it will be provided ether by the Defense Commercid
Telecommunications Network (DCTN) or by the Federd Teecommunications System
(FTS) 2000 contracts.

3-7



Version 11.00

AISM 25-P5SB-A26-A1X-SUM 01 December 1999

The ITP a the inddlation includes intra-building Loca Area Networks (LANs) and
inter-building communications. Ingdlations connect to long-haul communicaions viaa
router, which aso attaches the Ingalation Information Transport System (I1TS), which
is connected to a hub in the user buildings. Building LANs consst of workstations and
printers connected via 10BaseT intdligent hubs. In some areas, workgations will
communicate via modem to an instdlation hub, which will interface to a router for long-
haul communications.

TRANSPROC communicates between PC workstations and a local host either via an
EIA RS-232-C sarid connection or through an Ethernet LAN. Procomm termina

emulation software is used with the “VT100" emulation set and ISM host termind type,
set to “VTPC-C’ for color monitors and “VTPC-M” for monochrome monitors. The
baud rate, parity, and number of stop bits should match those of the ISM hogt. Y ou can
aso use Telnet.

Typica corfiguration examples

Serid connection using termind emulation software with an IBM compatible PC. The
PC hardware required is a seria port (COM1 or COM2 only). The software required
is DOS 5.0 or higher and Procomm 2.4.2. Usng Procomm, the followina options
should be st in the Terminal Setup section (accessed by pressng <Al/S> on the
keyboard. The other settings in this section are irrdlevant.

Satings:

Termind Type - VT100
Duplex - FULL
Line Wrap : OFF
Scroll : ON

The following options shoud be set in the Line Parameters section (accessed by
pressng <Alt/P> on the keyboard). All of these settings should match the particular PC
hardware and ISM host configuration that you have. Parameters that are likely to vary
are indicated with an “*.”

Port : COM1*
Baud rate : 2400*
Parity : SPACE*
Data Bits 7

Stop Bits 1

The TERM variable on the ISM host should be st to “VTPC-C” or “VTPC-M” for
use with this configuration.

TCP/IP LAN connection usng National Center for Super-computing Applications
(NCSA) Tenet with a network interface card (NIC) in an IBM compatible PC. The
PC hardware required is a 3COM 3C503 Ethernet NIC in addition to the PC. The
NIC should be configured for “thinnet” (thin coaxid cable) and for memory mapped 1/0
by setting the jumpers as indicated for the card. Except for this change, use the factory
default settings.

The software required for the AT IS

DOS5.0/6.0 Operating System

SMC/pkt8000.com  packet driver

TELBIN.EXE CUTCP/CUTE program (NCSA Telnet)
netstart.bat described below

telnet.bat described below

config.tel configuration file
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vtpc-c.tol keymapping file for vtpc-c termind type

The autoexec.bat file on the PC should be modified to run the program SMC/
pkt8000.com via a batch file caled netstart.bat. This loads the packet driver that
communicates between the NIC and the telnet software with its correct configuration.
The configuration is supplied as arguments to 3C503 and are, in order from left to right,
Ox7e (Software interrupt number), 2 (Interrupt level number), 0x300 (shared memory
address) and 1 (use thinnet adaptor). Since pkt8000 isasmal (3K) TSR it can reman
loaded dl the time, even when not needed. The setting of the PATH varigble should
include the directory where the telbinexe program is located dong with the
configuration and key-mapping files.

The telnet.bat file should change directory to this directory and then run the telbin.exe
program passing the argument supplied to telnet.bat. This is the name of the ISM host
as described in the config.td file.

Various settingsin the config.td file depend on the LAN configuration. The name and IP
address of the PC workstation must be determined in consultation with the LAN

adminigrator to avoid conflict with other devices on the LAN. In addition, a a
minimum, the name(s) of the ISM hogt and its IP address must be set in the config.tel

file

In the following sample config.tel file, the variables marked with “*” should be st to
particular values based on your PC/LAN/ISM host configuration. Other variables are

optional and may be set according to preference. Text after a‘# is commentary. See
the NCSA documentation for details.

myname=myname #PC sLAN name uniqueto LAN
myip=192.108.181.200 # PC IP address; uniqueto LAN
name=default

keymap=“VTPC-C.thl” # sets default keymap
name=ISMHOST #1SM host’sLAN name
hostip=192.108.181.72 #1SM host’s IP address

Additiona pairs of lines like the last two may follow to indicate the LAN names and IP
addresses of other hosts on the LAN. The TERM varigble on the LAN hosts should
be set to vtpc-c when ugng this configuration with the vtpc-c.tbl key-mapping file
selected.

Note: The IP address and names given above are examples only. Determine the
correct values for your LAN in consultation with the LAN adminigrator.

To connect to the ISM host using the LAN, invoke the telnet.bat file with the name of
the ISV hogt as an argument.
Digitd cedllular communication is used where data links are critical.

Saurce Data Entry. Redundant data entry is diminated. Badc information is captured
at the source using automated source data technology, such as bar coding and laser
scanning.

Accuracy and Completeness.  Reducing the need for redundant data entry and
implementing software edit checks will improve the accuracy and completeness of data.

Read and write/update access control measures will also lower the error rate.

Better Utilization of Saff. Adminigrative burdens are reduced, by automating data
collection and report generating functions. In some ingtances, manua tasks are
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diminated entirely.

e TIimdiness On-line access to centralized databases and dectronic data transfer
cagpabilities improves the timeliness of data.

f. Management Oversght. Operationd data are ingtantly available to dl users a every
levd authorized to have access. Ad hoc query and report capabilities are provided, as

wdll as standard, user-defined reports.
o] Graphics. Graphics are used to summarize satistical data (i.e., pie charts, bar charts).
3.35 System Interfaces.

TRANSPROC gpplication will directly interface with the ILIDB, STAMIS, ISM, and other stovepipe
systems such as Standard Ingtdlation/Divison Personnd System (SIDPERS). These interfaces may be
done as direct connect eectronic record transfer. For systems that have redtricted electronic
connectivity capabilities, magnetic media data transfers may be used.

Connectivity to STAMIS, ISM, and stovepipes on or outsde the ingalation is currently accomplished
via SNA networks, the NIPERnet, LANS, or asynchronous/synchronous communication lines. Most
ingdlations have one network gateway to a mgor SNA network or to the NIPERnet. Some
ingtalations have both.

The TRANSPROC will consgder both connectivity paths with combinations of SNA 3270 emulation
and file trandfer or, in case of circuit unavailability, manud transfer of data via megnetic media Use of
any of these methods permits “ upload/download” of data from STAMIS to the shared data file and to
TRANSPROC data tables. Use of any existing network gateway may be consdered until hardware
and software supporting an open system environment (OSE) isingaled.

3.4 SOFTWARE ORGANIZATION AND OVERVIEW OF OPERATION.,

TRANSPROC operates under a Portable Operating System Interface for Computer Environments
(POSIX) compliant (or nearly s0) operating system (OS) usng an American National Standards
Ingtitute- Structured Query Language (ANSI-SQL) Data Base Management System (DBMYS). It was
developed under the UNIX OS using the Extended Termind Interface Prototype (ETIP) Designer
Toolkit with the Oracle DBMS and the UNIX tool set.

ETIP Designer is used to condruct most of the separate programs (software units) that comprise
TRANSPROC. These ETIP programs are stand-aone, though they are normally executed viaa master
programn. The master program executes each other program by suspending its own operation and
invoking the other program as a subroutine in response to a menu selection. Each program may invoke
other programs thisway.

Some programs are written without ETIP and they may include Embedded Structured Query Language
(ESQL) statements. Some of these are referenced within the ETIP based programs. TRANSPROC is
written in ADA. Refer to Section 3.2, Software Inventory for details.

The TRANSPROC programs communicate by shared access to the “transprc” database. The
database tables accessible by TRANSPROC are listed in Section 3.2.2.1. TRANSPROC dso
references various tables in the ILIDB. The TRANSPROC Data Base Design Specification (DBDD)
manud (AISM 25-P5B-A26-AlX-DBDD) contains more details about the database. Figure 3.4-1isa
directory of the menus and screens available to the TRANSPROC user.
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Menu-or-Sereen-Name

Master Menu

+ - - 1. =Peacetime Menu

+ - - 1. =Separation Processing Menu

+ - - 1. Transition Menu

+ - - 1. =Soldier Information

+ - - 2.=DD Form 214 Information

- — 1. DD Form 214 Specific Information
- - 2. MOS Information

- - 3. =Service Time Worksheet

- - 4. Badges & Tabs, Awards & Decorations
. Military Education Information

- - 6. DD Form 214 Remarks Information
- — 7. Print DD Form 214 or Worksheet
+ - - 1. =Print DD Form 214

+ - - 2. Print Worksheet

+ - - 3. Print Blank Worksheet

+ - - 99. Return to Master Menu

el SR
1
1
ol

- - 99. Return to Master Menu

=Service Time Worksheet

=DA Form 31 Information

=Soldier Address Information

- - 1. Correspondence Address
- = 2. Current Address

. Home Of Record Address
- - 4. Nearest Relative Address
- - 5. Residence Address

- - 6. Separation/Retirement Address
- — 7. Transition Leave Address
- - 99. Return to Master Menu

e il
I
I
tttttttrrosw
I
I
w

Transition Information

ASVAB/PULHES Information

Batch Update Pre-Separation Briefing Attendance
=Disposition of Records (DA Form 200)

- - 1. Prepare Transmittal

- — 2. Print Mailing Labels Menu

- — 1. Print Mailing Labels for Shipment

- - 2. Batch Print Mailing Labels for Shipment
- — 3. Print Mailing Labels for Soldier — List

- — 4. Print Mailing Labels for Soldier - Query
- = 5. Print Free-Form Mailing Labels

- - 99. Return to Master Menu

+H o+ttt

- - 3. Query/Retrieve Soldier Shipment Record
- — 4. Query/Modify Transmittal Information

- - 5. Report of Records Not Sent

- — 6. =Print Blank DA Form 200

- - 99. Return to Master Menu

tH ettt p o N

+ - - 99. Return to Master Menu

Retirement Menu

- - 1. Soldier Information

- - 2. =Service Time Worksheet

- - 3. =Retirement Application Information

eI I e D e e TP

SRS

Fgure 3.4-1. TRANSPROC Hierarchy Diagram

- 4. Retired Pay Addendum Information
- 5. =Retired Pay Information
— 6. SBP Information Menu

+ o+
1

=
I -
N
[N

+
I

Executable
==> fransprc_prg
==> transprc_prg

==> info_prg

==> sold_info_prg
==> dd214_prg

==> serwks_prg

==> docs_prg

==> serwks_prg
==> DA3L_info_prg
==> address_prg

==> dispostn_prg

==> blank_prg

==> serwks_prg
==> retire_app_prg

Executable

==> retire_pay_prg
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+ - - 1. DD Form 2656 Specific Information

+ - - 2. DD Form 2656-1 Specific Information

+ - - 3. Add/Change Family Member Information
+ - - 4. Delete Family Member Information

+ - - 5. Trigger SBP Transmittal to DRAS

+ - - 6. Print SBP Forms
+ - - 99. Return to Master Menu

+ - - 7. Batch Update Pre-Retirement Briefing Attendance
+ - - 8. DA Form 31 Information
+ - - 9. Soldier Address Information
+ - - 1. Correspondence Address
- = 2. Current Address
- - 3. Home Of Record Address
- - 4. Nearest Relative Address
- 5. Residence Address
- - 6. Separation/Retirement Address
- 7. Transition Leave Address
- - 99. Return to Master Menu

+________________________________________
t e+ttt
I

3. Physical Disability Menu

+ - - 1. View/Print PDB Soldier Information
+ - - 2. View Notification/Recall Report
+ - - 3. Print Notification/Recall Report

+ - - 4. Acknowledge Recall of Soldier

+ - - 99. Return to Master Menu

+ - - 2. Documents Menu

+ - - 1. =Print Documents for a Soldier

+ - - 1. DD Form 214 (Certification of Release or Discharge from Active Duty
+ - - 2. DD Form 214WS (DD Form 214 Worksheet)

- — 3. DD Form 2656 (Data for Payment of Retired Army Personnel)

- -4, DAForm 31 (Request and Authority for Leave)

- — 5. DA Form 1506 (Statement of Service)

- - 6. DD Form 2339 (Application for Voluntary Retirement)

++ o+ o+

+ - - 2. Batch Print Documents
+ - - 3. Print Certificates for a Soldier
+ - - 1. Certificate of Appreciation
+ - - 2. Certificate of Retirement
+ - - 3. Department of the Army Certificate of Appreciation
+ - - 4. General Discharge
+ - - 5. Honorable Discharge
+ - - 99. Return to Master Menu

+ - - 3. =0rders Menu

+ - - 1. Issue Orders

+ - - 2. Edit/Reprint Orders

+ - - 3. =Query Orders Menu

+ - - 1. Query Orders by Order Date
+ - - 2. Query Orders by Format

+ - - 3. Query Orders by SSN

+ - - 99. Return to Master Menu

Figure 3.4-1. TRANSPROC Hierarchy Diagram —

Menu-or-Sereen-Name
M 1 3

+ - - 4.=0rders Log

+ - - 5. =Delete Orders

=+ - - 6. =Soldier Information

+ - - 99. Return to Master Menu

+ - - 4. SIDPERS Transaction Menu
+ - - 5. Telnet DRAS Session

==> docs_prg

==> ord_prg

==> query_prg

Continued

==> log_prg
==> delete_prg
==>
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+ - - 6. =Reports Menu

+ - - 1. ETS/ESA Loss Report

+ - - 2. SBP Election Report

- - 3. Finance Confirmation Report

- — 4. Pre-Separate/Pre-Retire Briefing Report
- - 5. Transition Statistics Report

- 6. Tagged/Archived Soldier Information

- - 7. Transition Totals Report

- - 8. Early Retirement Eligibility Report

- = 99. Return to Master Menu

R
]

+ - - 7. =Reserve/National Guard Active Duty Menu
+ - - 1. Active Duty Report Information

+ - - 2. Print Active Duty Report

+ - - 99. Return to Master Menu

fommm———-

==> report_prg

==> act_duty prg

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

i

H - - 8. =Ad Hoc Query Menu ==> adhoc_prg

H + - - 1. Create a Basic Ad Hoc Query

H + - - 2. Create an Advanced Ad Hoc Query

| + - - 3. Change a Saved Ad Hoc Query

H + - - 4. Delete Ad Hoc Queries

H + - - 5. View/Print Saved Ad Hoc Query Results

H + - - 6. View Saved Ad Hoc Query Statements

H + - - 99. Return to Master Menu

1

1

+ - - 2. *Transition to War Menu

+ - - 3. *Wartime Menu

+ - - 4. *Demobilization Menu

+ - - 5. +Customer Assistance Menu

H + - - 1. Telephonic

H + - - 2. *Message

H + - - 3. =Problem Report ==> ecps_prg

H H + - - 1. Add/Change Problem Report/ESP_S

H H + - - 2. View Problem Report/ESP_S

H H + - - 3. Delete Problem Report/ESP_S

| H + - - 4. Submit Problem Report/ESP_S

1 1

1 1

H + - - 4. ISM Data Sheet

1

1

+ - - 6.t=Problem Reports/ECP-S Submission Menu ==> ecps_prg

! + - - 1. Add/Change Problem Report/ESP_S

H + - - 2. View Problem Report/ESP_S

H + - - 3. Delete Problem Report/ESP_S

| + - - 4. Submit Problem Report/ESP_S

1

1

+ - - 7.=+TRANSPROC Initialization/Admin Menu ==> admin_prg

H + - - 1. Transition/Retirement Administration Menu

H H + - - 1. =Customize Data Menu ==> sep_custom_prg
Figure 3.4-1. TRANSPROC Hierarchy Diagram — Continued

Menu-or-Sereen-Name

M 7 1 1

1
1
, + - - 2. Delete Badges, Tabs, Awards and Decorations
- + - - 99. Return to Master Menu

1

1

+ - - 2. Character of Service Administration Menu

+ - - 1. Add/Change Character of Service

+ - - 2. Delete Character of Service

+ - - 99. Return to Master Menu

+ - - 3. Historical MOS Code Administration Menu
- + - - 1. Add/Change Historical MOS Code
! + - - 2. Delete Historical MOS Code

, + - - 99. Return to Master Menu

+ - - 1. Badges, Tabs, Awards and Decorations Administration Menu
+ - - 1. Add/Change Badges, Tabs, Awards and Decorations
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i i d g
H H H + - — 4. MILPO Code Administration Menu
i H H H + - - 1. Add MILPO Code
H i H H + - - 2. Delete MILPO Code
H i H H + - - 99. Return to Master Menu
1 1 1 1
1 1 1 1
H H H + - - 5. Reentry Code Administration Menu
1 i : ' + - - 1. Add Reentry Code
H d i g + - - 2. Delete Reentry Code
i g g g + - - 99. Return to Master Menu
1 1 1 1
1 1 1 1
H H H + - - 6. Retirement Services Office Address
H H H + - - 7. Routing Addresses for Transmittals Administration Menu
i H H ! + — - 1. Department of Labor
H i H H + - - 2. Enlisted Records and Evaluation Center (EREC)
1 i : ' + - - 3. Personnel Command (PERSCOM)
H H H - + - - 4. Department of Veterans Affairs
H H H H + - - 5. Department of Veterans Affairs Regional Office
H H H H + - - 6. Department of Veterans Affairs Service Medical Record Center
H H H H + - - 7. Department of Veterans Affairs State Office Admin Menu
H i H H ! + - - 1. Add/Change VA State Office
: g ' ' ! + - - 2. Delete VA State Office
H : H H H + - - 99. Return to Master Menu
1 1 1 1 1
1 1 1 1 1
H d H H + - - 8. State/Territory Adjutant General Office Administration Menu
i i i ' ' + - - 1. Add/Change State/Territory AG Office
1 i i d : + - - 2. Delete State/Territory AG Office
i i i i !+ - -99. Retum to Master Menu
1 1 1 1 1
1 1 1 1 1
H d ' ' + - - 99. Return to Master Menu
1 1 1 1
1 1 1 1
: i H + - - 8. Service Verification Administration Menu
H H H H + - - 1. Add/Change Service Verification
H H H H + - - 2. Delete Service Verification
i g ' ! + — - 99. Return to Master Menu
1 1 1 1
1 1 1 1
: H H + - - 9. Signature Block Maintenance Menu
H g ' ' + - - 1. Add/Change Signature Block
1 i ' ! + - — 2. Delete Signature Block
H i : H + - - 99. Return to Master Menu
1 1 1 1
1 1 1 1
H i H + - - 10. Station Where Separated
i H H + - - 11. Transfer Activity Administration Menu
H d d ' + - - 1. Add/Change Transfer Activity
Figure 3.4-1. TRANSPROC Hierarchy Diagram - Continued
Menu-or-Sereen-Name
M 1 11
i i ' ! + - - 2. Delete Transfer Activity
1 i : ' + - - 99. Retum to Master Menu
1 1 1 1
1 1 1 1
H H - + - - 12. Type of Separation Administration Menu
i H H H + - - 1. Add/Change Type of Separation
H g g ' + - - 2. Delete Type of Separation
H i : H + - - 99. Return to Master Menu
1 1 1 1
1 1 1 1
H H H + - - 13. Rank Code Administration Menu
1 i : ' + - - 1. Add/Change Rank Code
H i H H + - - 2. Delete Rank Code
H i H H + - - 99. Return to Master Menu
1 1 1 1
1 1 1 1
H H H + - - 14. Witness Signature Block Administration Menu
H i : H + - - 1. Add/Change Witness Signature Blocks
i H H H + - - 2. Delete Witness Signature Blocks
i g g g + - - 99. Return to Master Menu
1 1 1 1
1 1 1 1
H H H + - - 15. Command Code Menu
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+ - - 1. Add/Change MACOM Data
+ - - 2. Delete MACOM Data
+ - - 99. Return to Master Menu

16. ASI Title Lookup Administration Menu
+ - - 1. Add/Change ASI Title

+ - - 2. Delete ASI Title

+ - - 99. Return to Master Menu

- — 17. Service School Administration Menu
+ - - 1. Add/Change Service School
+ - - 2. Delete Service School
+ - - 99. Return to Master Menu

e el I LE T

+ - - 99. Return to Master Menu

2. Change Soldier's SSN

- - 3. Un-Tag a Soldier's Record

- - 4. =Reprint Archived Soldier Forms ==> reprint_prg
- - 5. Administrative Reports Menu

+ - - 1. SPD Entry/Change Log

+ - - 2. DD Form 214 Print Log

+ - - 99. Return to Master Menu

i N P e
I
I

+ - - 6. Records Purge Administration
+ - - 99. Return to Master Menu

+ - - 2. =Customize Orders Data Menu ==> custom_prg
+ - - 1. Allocate Orders Sequence Numbers

+ - - 2. Additional Instructions Menu

+ - - 1. Add/Change Additional Instructions

+ - - 2. Delete Additional Instructions

+ - - 99. Return to Master Menu

mmmmmmmm e
|
|

3. Signature Blocks Maintenance Menu
+ - - 1. Add/Change Signature Block Menu
+ - - 2. Delete Signature Block
+ - - 99. Return to Master Menu
Figure 3.4-1. TRANSPROC Hierarchy Diagram - Continued
Menu-or-Sereen-Name
M 7 2
H H + - - 4. Distribution Lists Menu
H H H + - - 1. Add/Change Distribution List Menu
: H H + - - 2. Delete Distribution List
H H H + - - 99. Return to Master Menu
1 1 1
1 1 1
H H + - - 5. Format Versions Menu
H H H + - - 1. Add/Change Format Versions Menu
: H H + - - 2. Delete Format Versions Menu
H H H + - - 99. Return to Master Menu
1 1 1
1 1 1
: i + - - 6. Orders Heading Maintenance Menu
H i H + - - 1. Add/Change Orders Heading Information
H H H + - - 2. Delete Orders Heading Information
H i ' + - - 99. Return to Master Menu
1 1 1
1 1 1
H H + - - 99. Return to Master Menu
1 1
1 1
H + - - 3. Security Administration Menu
' H + - - 1. Add/Change TRANSPRC User
H H + - - 2. Delete TRANSPRC User
H H + - - 3. Add Alternate Administrator
H H + - - 4. Delete Alternate Administrator
H H + - - 5. Grant Permission to Print Documents
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H + - - 6. Grant Permission to Print Certificates
H + - - 1. Certificate of Appreciation
! + - - 2. Certificate of Retirement
H + - - 3. Department of the Army Certificate of Appreciation
H + - - 4. General Discharge
H + - - 5. Honorable Discharge
H + - - 99. Return to Master Menu
1
1
+ - - 4. Peripheral Administration Menu

e e e

+ - - 1. Add/Change Application Printers
+ - - 2. Delete Application Printers
+ - - 99. Return to Master Menu

- - 5. Setup Installation-Specific Applications Menu

+ - - 1. Add/Change Menu Entries
+ - - 2. Delete Menu Entries
+ - - 99. Return to Master Menu

- - 6. Ad Hoc Query Administration

+ - - 1. Select Elements to Show
+ - - 2. Add/Change Element Comments
+ - - 99. Return to Master Menu

- — 7. =SPD Code/Separation Authority Administration Menu

+ - - 1. Add/Change SPD Code/Separation Authority
+ - - 2. Delete SPD Code/Separation Authority
+ - - 99. Return to Master Menu

+ - - 8.=Load Laser Fonts
+ - - 9. =Print Bank Laser Forms
+ - - 99. Return to Master Menu

+ - - 8. Installation-Specific Applications Menu

Figure 3.4-1. TRANSPROC Hierarchy Diagram - Continued

Menu-or-Sereen-Name
M
+ - - 9. *View Documentation/Regulations Menu

"
+--2

+--3
N
+- -5
+--6.
—_—

View Governing Regulations (Primary)
View End User Manual (EM)

View Implementation Procedures (IP)
View Maintenance Manual (MM)

View ISMIS

View Configuration Control Manual (CCM)
View Functional Description (FD)

Figure 3.4-1. TRANSPROC Hierarchy Diagram — Continued

3.4.1 Performance.

==>info_prg

==> font_prg
==> blank_prg

Accessng TRANSPROC forms is virtudly immediate. Large reports may teke severd minutes to
process, depending on size and complexity of queries. Disturbances in the connections to the system
over any teecommunications pathways may reduce the access time for TRANSPROC forms and
menus. The TRANSPROC gpplication adheres to the following performance requirements.

Built around a relational database with a query capability to retrieve TRANSPROC
data. The processes used to retrieve data are easy to use, menu-driven, and require
minima externa user training. Help screens and embedded tutorids are provided to

a

enhance user’ s confidence and reduce training time.

Contains adictionary of data elements, codes, and values that can be accessed on-line.
Digtinguishes between different types and levels of users for adequate data integrity and
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confidentiality. The TRANSPROC is able to restrict access to processes and data,
based on the type of user and the access authority granted.

Is available to the users 24 hours per day, 7 days per week, except for periods where
sysem maintenance is required. However, sysem maintenance will be performed
during low processing periods, e.g., on weekends.

Provides utilization and management dtatitics to track support module use, number of

users having access to the module, storage requirements for gpplications software,

storage requirements for TRANSPROC data, and processing cycles required (average

daly, weekly, and monthly).

Produces an archival record of application/database changes.

Provides information concerning the verson in use for configuration management.

Provides the ability to do cross-system queries that will dlow you to:

7 Sdlect and combine information from one or two files,

7 Specify the ordering of datain reports,

?? Specify exactly how the report isto appear with page headings and footings and
column headings,

?? Save the specifications that generate each report, and

7 Save selected query results.

User-friendly. Some of the criteria used to determine the degree to which the

TRANSPROC is usa-friendy are the sysem learning curve, how wdl the user

remembers how to use the program, speed of performance, rate of user error, and user

satidfaction. The way it optimizes user friendliness is by displaying system data entry

screens and menus in a sandard format with slandard function keys used throughout the

gysgem.

Redtricts access to functions by user name and password.

Provides a command line describing actions you can take on a specific screen. For
example, <F1> Hdp. The user interface is sufficiently informative that an experienced
user will not have to rely on printed documents, such as user manuds, to execute the
normal tasks.

Treats dl dphabetic entries as the capitaized case; the system is not case senditive.
Allows you to press the <Esc> key before completing any transaction.

Verifies data type, values, and ranges for each datafield.

Provides the option of directing system output to the screen, a printer, or afile.
Provides access to an eectronic mail system.

Designed to alow dataretrieva and querying functions to support any required reports.

3.4.2 Accuracy and Validity.
The following items represent the minimum accuracy and validity performance requirements.

a

b.

Accuracy is critical for data dements identifying requisitions/purchase requests, items
ordered, and accounting codes.

TRANSPROC completdy edits al interactive and the batch transactions for valid
codes in each data element and is consistent with other data e ements in the transaction
data in the database. If an error is made in data entry, TRANSPROC will notify you
and dlow correction of the appropriate fields without forcing the re-keying of every
entry. It processes dl transactions through al edits and reports dl errors.

3-17



Version 11.00 AlISM 25-P5B-A26-AIX-SUM 01 December 1999

C. In editing interactive and batch transactions, TRANSPROC employs vaid code tables.
Changes to the code table are effective in the edits without programmer support.

d. TRANSPROC incorporates transaction logging and error recovery procedures. |t will
not lose data nor leave incomplete transactions in the database as the result of a system
mafunction.

e TRANSPROC maintains accurate data and produces accurate reports, using al the
data in the sysem. Defining data fields that are sdected or combined to produce the
desired report is crucid to the success of the gpplication. Calculations involving dollar
amounts are accurate to the third decimal place and rounded to the .5 mil rule. Data
transmitted to the TRANSPROC are 100% accurate.

f. Find vaidity of TRANSPROC requires testing in accordance with test bed TB 18-104,
Army Automation - Testing of Computer Software and the 1SM Configuration
Management Plan.

3.4.3 Timing.

Three major concerns regarding timing exist:
a Availability of updated information from external sources.
b. Availability of information from the ingtdlation shared database.
C. Responsveness of the system to the user.

3.4.4 Availability of External Data.

TRANSPROC is able to recaive input data viamagnetic media or dectronic data trandfer, either on-line
directly from another system or viamodem and download.

a Usexr Profile Data  Since the primary purpose of TRANSPROC is to reduce the
redundant entry of existing data and reduce the probability of errors entering the system,
TRANSPROC has user profile data posted to its data files. These data are used to
edablish authorization for the individua to access the system and are tested against
personnel, unit, telephone, and address files.

3.4.5 User Responsiveness.

inconsstent data elements (transaction and resident) are corrected at the time of input.
The data will then be immediately available to al processes and sub-processes.

b. Response time to queries and updates.

(1) Queries and updates for data input/update on an individua record will have an
immediate response time of not more than one second, ninety percent of the
time. Thisresponsetimeisthe target for adirectly connected device, which are
not confused with communicationrelated lag times-communication lags
atributed to dia-ins communication controllers, multiplexors (MUXS),
concentrators, LANS, etc. This target response time is a database design
requirement.

2 Queries and updates on multiple records provide adegquate response in not
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more than one second, ninety percent of the time. These transactions take
place within an ingdlation, assuming adequate application connectivity is in
effect.

3.4.6 Controls.

Through the “TRANSPROC Initidization/Adminigration Menu,” the TRANSPROC Administrator
controls which user LOGIN ID’s have access to the specific TRANSPROC functions. The ingtdlation
Directorate of Information Management (DOIM) and ingtalation level SAFP for TRANSPROC have
established ISM controls to ensure the proper use of the 1ISM in support of the overdl misson. The SA
at the ANSOC is responsible for supervisory controls, including system identification and security, user
sarvices, disk management, file system adminigration, performance management, and interaction with
operaing system controls.

3.5 CONTINGENCIESAND ALTERNATE STATESAND M ODESOF OPERATION,

There is no difference in the operation of this 1ISM during peacetime, war, or conditions of dert. During
any emergency condition, you must know how to safeguard againg loss of information. This section
outlines methods used for saving and restoring data, implementing manual procedures, subgtituting
equipment, and operating in degraded mode.

CAUTION: In case of system failures, or “crashes,” and other abnorma shutdowns of the Ingtdlation
computer or workstation, contact the SA or DOIM before continuing operation.

3.5.1 FailureContingencies.

TRANSPROC requires three types of failure contingency safeguards in the event of user error or
hardware/software falure:

7 Back up
?? Fall back
” Degraded modes of operation

3.5.1.1 Backup.

Back-ups are copies (archives) of computer files that are made to preserve existing work. Failed
systems that have not been backed up may be impossible to recover. System recovery can require one
or more of the following:

a Program Back-up. Use this backup to restore the latest version of the ISM gpplication
software and is separate from the database.

b. Data Back-up. Use this backup to restore the database to a point as it existed
immediately before afailure and comes from three sources.

@ Transction Buffer.  Work that is currently in progress is placed into a
temporary transaction buffer. If the RDBMS crashes, this temporary buffer will
be restored after the system is restarted. Both storage and recovery of
transaction buffers are performed automatically by the RDBMS.

2 Transaction| og. A record of dl completed transactions is automaticaly written
to atransaction log. Thislog is written onto externa or removable media and
used to roll back transactions, restore databases from archives, and recover
from system failures. Transactions that are incomplete a the time of failure will
be permanently lost.

3 Data Base Backup. Thisis a copy of the entire database, which is made on a
daily basis, and which is used to recover a database that has been completdly,
destroyed.
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C. Electrical Power Back-up. In case power to the computer is suddenly logt, an Un-
interruptible Power System (UPS) automatically provides between 20 and 30 minutes

of continuous power to the system. This prevents the computer from shutting down in
the middle of saving files

Backup requirements are those, necessary to ensure continued achievement of system functions. There
are two primary types of system backup:

a Automatic Backup. The system automaticaly saves work entered into system memory
to arestorable temporary file. The purpose is to save on-going work from lossin case
of an abnorma system shutdown. On restart of the system, the user is informed that a
temporary file exigs from a previous abnormaly ended session, and it can be queried
on whether or not the system should restore thefiles.

b. Rautine Backup. The system does routine periodic backups. The backup of data
tables that were changed during the day is backed up to externa or removable media
during the end-of-day functions. The system keeps track of the time lgpse between
backups and notifies the user if a (table-driven) period of time has been exceeded
without performing a backup. For example, if the end-of-day routine requires a backup
of certain data tables and the system detects that no backup function has been
performed during a 24-hour period, the SA is notified and told to perform the backup
before beginning the next day’s processng. The backup and subsequent restore
processes are easy for the SA to perform.

3.5.1.2 Fall Back.

Use fdlback techniques to ensure the continued satisfaction of the specific requirements of the sysemin
the event of asystem fallure.

a Warkdation falures. There are two, primary fal back techniques:

1) Alternate Fquipment. If atermind or PC workgation fails, another one should
be used in its place. If a printer fails or is unavailable, print output should be
rerouted to another printer or the printer should be replaced.

2) Manua Operations. If automated system is not available, manua procedures
should be used to perform transactions until the automated system is back in
operation. When the system is back in operation, the manua transactions are
entered into the syssem. The system includes the ability to reroute output to
different devices in the event that the norma output device is unavailable. For
example, if a standard report is normdly routed to a specific printer, the user
has the option of re-directing the output to another printer as the Stuation
dictates.

b. Inddlation Falures In case the inddlation system fails, you should contact the
ingalation SA or DOIM for ingtructions.

3.5.1.3 Degraded Modes of Operation.

This provides for operating the system according to a priority established in order of importance or
urgency. The priority for operating any 1SM in degraded mode is as follows:.

Table3.5.1. Degraded Modes of Operation
Operation

(@) Interactive input of data
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Table35.1. Degraded Modes of Operation

Standard report generation

Loading input data from other sources (e.g., ASMIS)

Transmitting datato other organizations (e.g., Staff Agencies)

Ad hoc queries of the database

3.5.2 Restart/Recovery.

a Genera. The application software requires no restart procedures. However, the
RDBMS automaticaly logs transactions that are completed. If the RDBMS crashes, an
archive copy of the data base is restored to disk, and the database is rolled forward to
apoint just before the failure. If any transactions were not completed, the database will
be rolled back to the last completed transaction.

b. Palicy. RDBM S transaction logging is automatic and has a default “ checkpoint interva”
of 20 minutes, which can be changed by the Data Base Administrator (DBA). Backups
of the database must be performed a minimum of once per day. Backups of the
gpplication software can be conveniently performed when the database is backed up.
ANSOC personned will perform backups of applications, the ILIDB, and subject area
databases.

C. Data Recovery. In case the ISM program has been corrupted or destroyed, the
backup copy is restored. To recover a destroyed database, the latest backup is
restored and then the contents of the transaction log read in. When the system is
redarted, it checks for the exigence of a complete transaction and automaticaly
recovers, the RDBMS natifies users when an autometic recovery from backup is being
performed.

3.6 SECURITY AND PRIVACY.

The information contained in this gpplication is designated unclassfied sengtive-two (US-2). US-2is
unclassfied information, which primarily must be protected to ensureits avallability and/or integrity. This
information aso requires protection from unauthorized personnel to ensure confidentiaity. Examples of
US-2 indude information deding with logistics, medica care, personnel management, Privacy Act data,
contractual data and For Officid Use Only (FOUO) information.

All data, which is subject to the Privacy Act, pursuant to Public Law 93-579, will be handled in such a
manner as to preclude unauthorized relesse of the information. The Military Personne Trangtion
Processing application data tables will contain information that must be safeguarded againgt unauthorized
asess. Only users with a vdid login ID and PASSWORD may access the TRANSPROC ISM.

TRANSPROC SA must grant privileges to a user to access the various options of the ISM.

3.6.1 Threat Types.

There are severd possible threats to which the system could be subjected. These threats are taken into
congderation in the development of safeguards.

3.6.2 Unauthorized Access.

This type of threat concerns an individua attempting to gain access to the system, who is not authorized
to ether use the system or has a “need to know.” The system provides safeguards againgt these types
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of “hackers’ or “idle curiogity seekers.”
3.6.2.1 Fraud and Embezzlement.

This type of threat concerns an individud authorized system access attempting to fasfy requisition
records for purpose of acquiring unauthorized items. The system provides safeguards against any one
individuad having complete control over an entire accounting transaction; and maintains permanent,
unalterable audit logs of record access.

3.6.2.2 Othe Threat.

This type of threat concerns the physical misappropriation of the computer containing the gpplication
program and its data bank/database. The system includes safeguards, such as encryption of data
dements, if gopropriate, to prevent sengtive data from fdling into the wrong hands by physca
misappropriation of the system hardware.

3.6.2.3 Servicelnterruption/Degradation.

This type threat is normaly related to scheduled or unscheduled availability of the system to run the
gpplication as intended. The disruption may be due to power outages, environmental Stuations, etc.
The system provides safeguards for restoring systems abnormally terminated/shut down.

3.6.2.4 Human Errorsof Commisson and Omisson.

This type of threat is normdly rlated to user cardlessness or ignorance. The system provides
safeguards by automatically performing edit checks for enumerated values, acceptable ranges, etc.

3.6.25 Privacy Violations.

This type of threat involves unauthorized release of personnel information protected under the Privacy
Act of 1974, Section 5, United States Code 552a. Data dements identified as protected under the
Privacy Act are safeguarded by the system through encryption, user access levels, or other controls as
appropriate.

3.6.2.6 Sabotage.

This type of threat would mogt likely involve an authorized user deiberatdly erasing or otherwise
destroying system data files and/or backup file media The system periodicaly determines duration
between system sessions and last system backup. The system aso periodicaly requires a backup to be
generated if some predetermined number of sessons has occurred without the operator voluntarily
performing a backup operation. The backup ensures that at least three separate backup copies are
maintained and the system cycles through them interactively.

3.6.2.7 Indudgrial/Military Espionage.

This threst would normaly involve aformer user gaining access to the system for some persona benefit.
The system provides safeguards to require inactive USERID to be deleted from the system. The
system aso requires periodic mandatory change of authorized user passwords.

WARNING

IT IS A VIOLATION OF FEDERAL LAW TO ACCESS, COPY, OR
OTHERWISE USE GOVERNMENT COMPUTER RESOURCES WITHOUT
SPECIFIC AUTHORIZATION.

3.7 ASSISTANCE AND PROBLEM REPORTING,

Obtain assistance by contacting the Customer Assistance Office (CAO) at the appropriate ANSOC,
unless ingructed to report to an intermediate source first. Report problems using the procedures
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described in the Configuration Control Manua, AISM 25-P5B-A26-AlX-CCM. Use DA Form 5005-
R, “Engineering Change Proposd-Software (ECP-S)” to report the problem and submit it to the
appropriate ANSOC. You may report the problems on the Fort Huachuca hot line DSN: 879-
6798/6858 or on commercia line 1-800-305-3036.
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4 ACCESSTO THE SOFTWARE

This section provides the ingtructions necessary to assigt both the first-time and occasiona end users of
the TRANSPROC I1SM application in gaining access to the system. This section aso describes how to
access the TRANSPROC system rdiably without detailed knowledge of the functiona capabilities of
the application. The symbols shown in Table 41 are notationd conventions used throughout this
manudl.

Table4.1. Notational Conventions
SYMBOL MEANING

<key> Press the specified key.

<keyl> <key2> Press and release <key1> then press and release key2.

<keyl>/<key2> Press and hold key1 while pressing key2, then release both.

<F1 FUNCTION> Denotes a screen-labeled function key and its function.

<message> Denotes a message displayed on-screen.

{ prompt} Denotes a prompt that requires aresponse.

“text” Type the text within the quotes (do not type the “ marks).

4.1 FIRST-TIME USER OF THE SOFTWARE,

This section discusses procedures for the first time use of TRANSPROC. Each user must have a
USERID and a password to access the TRANSPROC gpplication. The USERID identifies you to the
system and the password further verifies the level of access you will have. The SA is responsible for
assaning USERID and passwords.  After the find workday transaction has been completed, press
<F6> until the LOGIN prompt appears and switch off the monitor.

4.1.1 Equipment Familiarization.

This section describes how to access TRANSPROC using the 386/486 PC. The following paragraphs
describe the specifications/attributes of the equipment supporting TRANSPROC:

a Power and Adjusments.

Q) Make sure the PC and monitor are plugged into a power outlet, and that the
keyboard is plugged into the PC.

2 Firdt, press the power switch to turn on the PC. Then, press the power switch
to turn on the monitor. After boot-up is complete, the operating system prompt
will appear.

3 Adjust the angle of the viewing screen by tilting it up, or down, or swivding it
left to right. If necessary, adjust the brightness and contrast.

b. Cursar. The cursor shows the position where typed-in text will gppear on the screen.

@ Four cursor types are avalable: line or block, blinking or not blinking. Set
cursor type using the operating system setup.

2 Y ou can use the <Enter> key, arrow keys, or <Tab> key to position the cursor
at the desired data entry point.

C. Keybhoard | ayout. There are 12 function keys, labeled <F1> through <F12>, located
across the top of the keyboard. TRANSPROC does not support the use of a mouse.
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@ Refer to Section 8, ISM User Interface Standards, to find out what each
function key means when using the software.

2 Specidized function keys, which may not gpear in Section 8, are described
throughout Section 5, Processing Reference Guide.

d. Turning Power Off. If you want to turn off the power to the computer, you should first
press <F3> to save any work in progress, then press <F6> until the UNIX login ID
gopears. When using Tenet or Procomm, there is no need to logout first. However, if
you have more than two sessons running a the same time, you should end al sessions
before turning off the PC.

4.1.2 AccessControl.
This paragraph presents an overview of TRANSPROC access and relevant security features.

a Obhtaining a passward. The system needs a unique login and password for a user to
access. The TRANSPROC SA must aso grant access privileges to the user to run the

different options of the ISM. The TRANSPROC SA for the indalation should be
contacted for information relative to access to the TRANSPROC.

b. Passward Controlled Functions.  The ingdlation TRANSPROC SA should be
contacted for information about password controlled functions.

C. Report Security and Privacy Condderations. Data dements identified as protected
under the Privacy Act are safeguarded through user access levels.

4.1.3 Ingallation and setup.

The U.S. Army, 7th Signd Command, supervises TRANSPROC indalation. ANSOC personnel
ingd| the gpplication software onto the host computer, and the ANSOC SA adminigters the system.
The TRANSPROC FA is respongble for initial setup and customization according to requirements of
the ingdlation where TRANSPROC is being used. AISM 25-P5B-A26-Al1X-SIP, TRANSPROC
Software Inddlation Plan (SIP), contains both ingtdlation and initid setup ingructions. To be identified
asauser or authorized to access or ingtall TRANSPROC software, contact the TRANSPROC FA.

4.2 [NITIATING A SESSION.

To successfully access the TRANSPROC host computer, you mudt first obtain the necessary login
name and password from your SA. If your PC has a direct connect to the LAN, then use the
procedure to login to the TRANSPROC gppliceation.

4.2.1 Beginning TRANSPROC Processing.

After successfully logging-in to TRANSPROC via the ISM computer, you are ready to begin
processing. Upon accessng TRANSPROC, a start-up ‘warning' screen as shown in Figure 4.2.1 will
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You have reached a US Government computer or data base, used solely

by the US Government, its officers, and agents. It is a violation

of the Federal Law, to access and use US Government computer resources
without specific authorization. Each access is subject to recording
and auditing. UWithout specific authorization from US Government, you
are an intruder. Intruders are subject to criminal prosecution, fine,
and/or imprisonment.

Press RETURN to continue; F6 = CANCEL to exit

Fgure4.2-1. Federal Warning Screen

To continue, press <Enter>. Then, follow the ingructions supplied in Section 5,
Processing Reference Guide.

To cancd and return to the {Login:} prompt, press <F6>. Then, follow the
appropriate procedure for disconnecting from the ISM computer:

(@D} Press <Alt/X> to exit a Telnet sesson, or
2 Press <Clrl/X> twice to exit an 1ISM diding sesson.

4.3 STOPPING AND SUSPENDING WORK,

You can stop work and exit the system a any time, but before exiting, press <F3> to save current

information.
a

To sop ar interrupt use of the sysem, press <F6> to abort system start-up (if the
warning screen is gill displayed) or to get back to the Magter Menu (if the system is

dready running).

To suspend an aperatian, refer to the paragraph in this manua describing that specific
operation.
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5 PROCESSING REFERENCE GUIDE

This section provides detailed descriptions of the functional and technica processing capabilities of the
TRANSPROC ISM gpplication.

5.1 CAPABILITIES.

This section describes the capabilities of TRANSPROC and the inter-relationships of its functions,
menus, screens, and reports. The paragraph 5.3, below discusses the functiondity, which is currently
implemented in verson 11.00. The remaining functiondity will be implemented through the Engineering
Change Proposal- Software (ECP-S) process.

TRANSPROC is a multi-user, interactive, menu-driven, database system for storing and retrieving
following basic functions:

a Crestion of adminigtrative files
b. Soldier data input
C. Soldier data output

5.2 (CONVENTIONS,

This section presents the standard conventions used throughout the gpplication.

Menu selection: Use the arrow keys to position a menu bar and highlight your sdection,
then press the <Enter> key to sdect the menu item. Menu items may
aso be sdected by typing the number of your choice and pressing
<Enter>.

Menu de-sdlection: Press <F6> to move to a previous menu leve or to cancd an action.
To change a keyed-in menu sdlection, press the backspace key to clear
the buffer, then key in the new sdection and press <Enter>.

Entering dates. At a “Date Range Sdlection Menu,” enter datesas YYYY/MM/DD or
YYYYMMDD or YYMMDD. The current date responds to “today”
o “t.” Dates ae converted to the following format for display:
“YYYY/MM/DD” (4-digit year, 2-digit month, 2-digit day).

Entering time: Use military time a a “Time Range Sdection Menu.” Typing “now”
insarts the current military time.
SSN Identification: TRANSPROC uses the SSN throughout to identify a soldier. Entering

a SSN digplays exising system data for that soldier. From a blank
menu, entering the SSN will fill the buffer for the SAN fidd, which will
then display system information. If the field is dready populated with a
SSN from a previous entry however, you must press <Enter> to

activate the search function.

Messge line: As you advance to each fidd, the system displays ingtructions specific
to the current field at the bottom of the screen.

Feld choices When completing an input screen, values associated with the fidd are

available for display if the F2 box at the bottom of the screen displays
“Choices” Pressng <F2> will display alig of fidd vdues in a“pop-
up” window, at the top of the screen. Highlight your choice from the list
and press <Enter> to sdect that fidd vaue (From some sdection
menus, the system prompts you to use <F2> to mark sdections. Inthis
case selections are marked with a“>" character.)

“Choices’ screens may include up and down pointers at the right side of
the screen.  This indicates that more choices are available for the fidd
than can appear at one time. A “down pointer” signds that more fidd
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choices can be viewed on the next page (accessed by <F3> or <Page
Up> or <Cirl/W>). An “up pointer” sands that previous choices can
be redisplayed (accessed by <Page Down> or <Cirl/VV> or <F2>,
previous page). Use the <Home> key to go back to the beginning of
the list; <End> moves to the last choice of thelist. You can dso key in
the firg few letters of a sdection to position the menu bar directly to that
fied (eg., to quickly sdect “United States’ from a list of countries, key
in“uni”).

Case senditive: Since UNIX is case sendtive, entering items with the Caps Lock key
active may not produce the results desred. Since items entered
lowercase will be converted automaticaly to uppercase, do not activate
the Caps Lock function.

Record locking: In arelationa database, a record, can only be accessed by one user at
atime A Structured Query Language (SQL) error message may
gppear during operation of the system if a record you are trying to
access islocked by another user. In this event, cancel the operation and
regttempt access after a few minutes. SQL errors related to record
locking are as follows. 233, 243, 244, 245, 246, 250, 271, 289, 291,
378, and 534.

Some of the stlandard Function Key (PF Key) definitions for the TRANSPROC Software are in this

section. Section 8 contains additiona information on user interface Sandards.

Table5.1.1. Definitionsof Function Keys
FUNCTION

<F1> Display context -sensitive HEL P screen

<F2> Display choices of items for selected field. Also alowsyou to mark anitem.

<F3> Accept entries and move to next activity.

<F6> DO NOT accept entries--return to previous activity.

<F8> Display next set of function keys.

<F8><F1> Prints the requested form/report.

<F8><F2> View the requested form/report.

<F8><F4> Will return to the previous page.

<F8><F5> Moves the data displayed on-screen down one page.

5.2.1 Input Requirements

TRANSPROC is intended as an interactive gpplication. This means that it is desgned for access and
use from a termind. TRANSPROC gets data residing in the gpplication’s specific subject area
database (SADB); however, TRANSPROC may aso retrieve input from the ILIDB. Intidly, the
majority of the data input comes from the end user. As users add to the common SADB, more of the
needed dateis provided. Some reports and queries require you to specify arange of dates to begin and
end the report or query. Other times, you will provide a Socid Security Number (SSN) to locate
specific pieces of information for an individud.

5.2.2 Input Formats

In generd, TRANSPROC menus and data entry screens provide format ingtructions for the fields they
contain. Additiond indruction on the format or nature of the expected input may be obtained by
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pressng <F1 HELP> or <F2 CHOICES>. Appendix “E” of the TRANSPROC FD contains a Data
Element Dictionary, which describes composition and length of data dements used by this system.

5.2.3 Composition Rules

TRANSPROC screens show you each fidld's expected number of characters or the character limit.
Some fields have range and vdidity checks. If you make an incorrect entry, you will be provided a
meaningful error message.

5.24 Input Vocabulary

Each screen is composed of text describing expected input, fields to accept your input, amessage line at
the bottom for input directions, and occasiondly, apop-up error message. Some screens accept o
much information that it is not possible to describe the fidd fully, so an dement abbreviation is put on
your screen.  Appendix “E” of the TRANSPROC FD contains a list of the TRANSPROC data
elements, their abbreviations, and formats.

5.25 Output Requirements.

TRANSPROC output is generated in three basic media: to screen, to printer, and to afile. Screen
output is used for system queries when on-line information viewing is adequate. Tape output will be
used either by the application or SA to send data to remote locations. Reports and/or queries that are
required in hard copy will go to your printer.

5.2.6 Output Formats.

Indl cases, the format of the output is controlled by the gpplication, and you will seeit asit is desgned.
Changes to output formats must be requested through your application administrator via ECP-S. (See
TRANSPROC Customer Assistance function described in paragraph 5.3.5.).

5.2.7 SampleOutputs.

TRANSPROC is an interactive gpplication, most of your output will be to your screen and will be eesly
read. Reports can be verified on your screen before they are printed.

5.2.8 Output Vocabulary.
All output is selected viamenus.
5.3 PROCESSING PROCEDURES.

This section describes the processing capabilities of TRANSPROC. Paragraphs 5.3.1 through 5.3.9
provide a detailed walk-through of each of the procedures, menus, and/or data entry screens that make
up the functional processes of the TRANSPROC application. All sections provide an explanation of
each procedure, menus, and/or data entry screens that make up the functiona processes of the
TRANSPROC application. The processing procedure of TRANSPROC starts from the initid screen
of TRANSPROC, referred to as the “Warning” screen (Figure 4.2.5). From the “Warning” screen of
TRANSPROC, you have two options. Press <Enter> to display the “TRANSPROC Welcome™ screen
or press <F6> to exit from the TRANSPROC application and return to the UNIX LOGIN prompt.
The processing procedures described in the following paragraphs are organized by menu, beginning with
the highest levd menu - the “Master Menu.” Refer to Figure 3.4-1 TRANSPROC Hierarchy Diagram
for an overdl view of the menu structure.

STEP 1. After pressng <Enter> with start-up warning screen displayed, press <Enter> to
display TRANSPROC “Welcome Screen”
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Figure5.3-1. Welcome Screen

Most processes have help screens. To access a help screen, press <F1> a any time. Use help screens
whenever you want guidance in performing functions or entering deata.

STEP 2. Press <Enter>. Thiswill diplay the following screen.

PHYSICAL OTSABILITY MOTIFICATION

Records initiated by the Physical Disability Branch are available for
installation processing.

RETURH to econtinue

Press <Enter> to display “Magter Menu.”

Haster Henu
Peacetime Henu
Transition to War Henu
Wartime Henu
Demohilization Henu
Customer Assistance Henu
Problem Reports-ECP-5 Submission Henu
TRANSPRC InitializationsAdmin Henu
Installation-5pecific Applications Henu
Uiew Documentation-Regulations Henu

W0 0l=1ono & G ML

Figure 5.3-2. Master Menu

This menu isthe firgt functiona menu encountered when using the TRANSPROC gpplication. From this
menu, you can access al the functions TRANSPROC contains provided you have the required access
privileges. Your Functiond Administrator (FA) has the authority to control a user’s access to certain
parts of the TRANSPROC application.

This menu gives access to main menus, which access severd layers of sub-menus Thefirg main menu
is the “ Peacetime Menu,” described in paragraph 5.3.1. To sdlect any menu or menu item, highlight it
by using the arrow keys or press corresponding menu item number and press <Enter>.

Help menus have been provided for each process. By pressng <F1>, whichis the designated HELP
key, before selecting each menu, form or order, it is possible to access an indructiond narretive. This
HELP facility provides detailed guidance and support when you may need further ingruction for
gppropriate actions and entries. In certain Stuations, some portions of the ISV have not yet been
developed and you will be presented with a“HELP’ screen smilar to the example shown below.
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HELP = Trandibion Lo WUar Henu C(HI

Details af how this I5H i1s to be wsed during "transitien to war®
are still being developed. As they become available, they will be
incorporated,

You will not normaly have access to the “TRANSPROC InitidizationV/Adminigration Menu.” Y ouwill
have access controlled on an individua bass by the TRANSPROC Administrator who is responsible
for TRANSPROC security and accesses the InitidizatioVAdministration Menu to define user profiles,
ingdl system printers, maintain ad hoc queries eic. The TRANSPROC Administrator has accessto the
entire system and he/she should be consulted in case of questions. Most of the TRANSPROC user
functiondity is accessed from the “Peacetime Menu.”

5.3.1 Peacetime Menu.
Highlight this menu from the “Magter Menu” and press <Enter> to view the “ Peacetime Menu.”

Peacetime Henu
Separation Processing Henu
Documents Henu
Orders Henu
SIDPERS Transaction Henu
Telnet DRAS Session
Reports Henu
Reserve~National Guard Active Duty Henu
Ad Hoc Query Henu
. Return to Haster Henu

00 =1 0n N B L) ML

Figure 5.3-3. Peacetime Menu
Highlight your selection and press <Enter>.
5.3.1.1 Separation Processing Menu.

This menu ligs TRANSPROC functions that you can access. Permissions to access TRANSPROC
functions are granted by the Functiond Adminigtrator (FA). When you sdect this menu from the
“Peacetime Menu,” the following screen will appear.

Separation Processing Henu
1. Transition Henu |
2. Retirement Henu

3. Physical Disability Henu
99. Return to Haster Henu

Figure5.3-4. Separation Processng Menu
5.3.1.2 Transtion Menu.

This menu contains functions for processing al programmed administrative, medica service board, and
voluntary separations.  This menu provides access to the following items used in processng a
separation.  When you sdlect this option from the “Separation Processng Menu,” the system will

present the following screen.
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Transition Henu
Soldier Information
DD Form 214 Information
Service Time Uorksheet
DA Form 31 Information
Soldier Address Information

Transition Information
ASUAB~PULHES Information
Batch Update Pre-Separation Briefing RAttendance
Disposition of Records (DA Form 288)
. Return to Haster Henu

D00 -1 U & LML

Figure 5.3-5. Trandtion Menu
5.3.1.3 Soldier’sInformation.

Use this form to collect basic information for completing various separation records.  This item, gives
you access to four pages of soldier information screens that let you initiste and update the soldier
information file. Sdect this menu from the “Trangtion Menu.” As Page 1 of Soldier’s Information
screens appears, enter the soldier’s SSN.

Soldier Information (Page 1 of 4)

Ed
55N: 999999999 Hame: EHLISTED GUY Rank: PU1

Full Hame: First

Hiddle: Last:

Component : PHOS.-AOC: ASI: _ Citizen of: _ Citz Stat Cd: _
SHOS: ASI: __  ETS~ESA: Date of Rank:

DOB: Sex: _ Effective Date of Pay Grade:

Basic Active Service Date (BASO): Pay Date (PO):

SPD Code: AD Entry Date: Date of Separation:
Separation Authority:
Narrative Reason for Separation:

Type of Separation:

Reserve Ohligation Termination Date : Race: _ Char of Svec: _

F3 = SAVE to commit work:; F6 = CANCEL

Fgure5.3-6. Soldier Information
This screen displays information contained in the ILIDB for an individua soldier.

Eedd Degrriptions

SSN: Enter soldier’s SSN or press <F2> for choices.

Name: The soldier’ s name is populated from the database.

Rank: The soldier’ srank is populated from the database.

Full Name: Enter name as appears on DD Form 4/1 Enligment/ Reenlisment

document or DD Form 1966/6 or DA Form 4187, if legd name change
has been documented. Name should include “x.” “S.” or “II,” if
aopropriate. If lega name will not fit in block 1 of DD Form 214, it will
appear in block 18.

Component: Enter soldier’ s component or press <F2> for choices.

Component 1

US Army Reserve
US Army Hational Guard
Temporary
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PMOS/AOC:

ASl:

Citizen of:
Citizen Status Code:

SMOS:

ASl:

ETSESA:

Date of Rank:
DOB:

Sex:
Effective Date of Pay Grade:

Basic Active Sarvice Date:
Pay Date (PD):

SPD Code;

Date of Separation:

Enter the Primary Military Occupation Specidty (PMOS) or Area of

Concentration (AOC) as vdidated by DA Form 2A, 2-1, or the Officer
Record Brief (ORB) or Orders. For Enlisted enter firgt five characters
of PMOS which will include the three characters of the MOS, the
fourth character of kill and grade leve, and the fifth character of a
goecid qudification identifier (SQI), if aoplicable, or a “0.” For
Commissoned Officers, enter the Primary AOC congsting of two
numerica digits and one letter, such as 31A. For Warrant Officers,
enter the four character MOS and a fifth character SQI if applicable, or
a “0.” Regulation guidance for PMOS/AOC is AR 611-201, AR
611-101, and AR 611-212.

Enter the Primary Additiona Skill Identifier (AS)) as vdidated by DA
Form 2-A, 2-1, or the ORB or Orders or press <F2> for choices. The
AS identifies specidized kills, qudifications and requirements that are
closdly related to and are in addition to those “inherent” to the MOS.

They are authorized for use only with designated MOS. The AS

consst of one dpha and one numerica character in accordance with
(IAW) AR 611-201, AR 611-101 and AR 611-212.

Enter the soldier’ s country or press <F2> for choices.

Enter the citizen status code or press <F2> for choices.
Status Cd

Citizenship

HATIVE BORH

DERIUATIVE - HATURALIZATION
DERIVATIVE - BIRTH
NATURALIZATION

NHOT APPLICABLE

UNKHOUWN

Enter the Secondary MOS as vdidated by DA Form 2-A, 2-1, or the
ORB or Orders.

Enter the Secondary ASl as vadidated by DA Form 2A, 2-1, or the
ORB or Orders. You may not duplicate an ASl that is listed with the
Primary ASI.

Enter the soldier’ s Expiration Term of Service (ETS)/Expiration Service
Agreement (ESA) date.

Enter the soldier’ s date of rank.

Enter date of birth in standard format. Verify date of birth by DA Form
2-A, DA Form 2-1, ORB, or DD Form 4/1.

Enter the soldier’ s sex. Press <F2> for Choices.

Enter the soldier’ s effective date of pay grade.

Enter the soldier’ s date of entry on active duty.

Enter the soldier’s first date upon entry of service. Previoudy listed as
Pay Entry Basic Date (PEBD).

Enter the soldier’s Separation Program Designator (SPD) code or

press <F2> for choices. Refer to AR 635-5-1.

Enter date of separation. Verify date of separation by orders.
Separation date may not be the contractua date if extended for
make-up of log time, for convenience of the Government, or if
approved for early release, such as a Chapter.
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Separation Authority: Pre-populated and protected based upon SPD code entered. Note: If
authority changes, inform SA.

Narrative Reason for Pre-populated and protected based upon SPD code entered.

Separation: Note: If narrative reason changes inform the SA.

Type of Separation: Enter the gppropriate term as indicated on the separation order or press

<F2> for choices. Type of separation, may be verified by AR 635-5.

Tyoe of Separation

201 SCHARGE

QISHISSAL OR D] SCHARGE A% APPROPAIATE
OR0P FROH ROLLS OF THE ARHY

RELEASE FROH RCTINE DUTR

RELEASE FAOW RCTIUE DUTY AHD ORODER TO ADDITIOH&L ACTIVE DUTY

RELEASE FROH RCTIUE DUTY TO COMTEHUE DH ACTIUE DUTY IH AHOTHER STATUS
RELEASE FROH RCTIVE DUTY TRAIMINHG

RELEASE FROW ROT AHD OiSCHARGE FAOM THE RESEAVE OF ARAY AHD RETURH TO ARANG
MELEASE FROW CUSTOOY B COWTAOL OF THE ARMY

RETIREHERT

Reserve Obligation Enter Statutory Service Obligation Date. This obligation isincurr-

Termination Date: ed by dl personnd on initid enligment. |If the service member entered
the Armed Forces before 01 June 1984, the member must serve a
period of six years. If the service member entered the Armed Forces
after 1 June 1984, the member must serve a period of eight years. The
MSO darts on the date of initid enlisment and includes DEP. For
Soldiers discharged, dismissed, or dropped from the Army rolls, or
who have an expired MSO or are within 90 days of their MSO,
0000/00/00 will be entered.

Race: Enter race or press <F2> for choices.

Uhite (Caucasoid)

Yellow (Asian Hongoloid)
Black (Hegroid or RAfrican)
Red (American Indian)
Other

Unknoun

Character of Service: Enter the character of service or press <F2> for choices.

Character of Seruvice

HOHORABLE
HOER ROHORRE

E [T] IR E
BAD COMDUCT
UHDER OTHER THRH HOHORABLE COHDITIORS
01 SHOHORABLE
UHCHRRACTERI ZED

Pressing <F3> will take you to Page 2 of Soldier Information screen.
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UIC: UGEHZ6
Street:

554: 999999999 Hame: EHLISTED GUY Rank: PU1

Soldier Information (Page 2 of 4)
+ CHANGING RECORD =

Unit Hame: BB95 CS CO ATST AUG 1

City: BREDSTONER State: AL

APO-FPO: __
Country: US

Duty Phone:

Last Duty UIC: WGEH26
Last Duty Assignment: BA95 CS CO ATST AUG 1

Gateway Area Code: __ ZIP Code: 35898-
Foreign Postal Code:

HACOH: XX HATERIEL READIHESS ACTIVITIES

Telephone System: COMMERCIAL

P1 ERAD:

ST: Co:

F3 =

SAVE to commit work; FB8-F4 = PREUPAGE; F6 = CAMCEL

SSN:
Name:
Rank:
UIC:

Unit Name:

Street:

City:

Sate:

APO/FPO:

Gateway Area Code:

ZIP Code:
Last Duty UIC:

Lagt Duty Assgnment:

Duty Phone:

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter the soldier’s current Unit Identification Code (UIC) or press
<F2> for choices.
UIC Henu

>weece
ueas1
ueB9s5
ueB9s
ueBo?
ueB9g
ueaTes HISSILE AND SPACE INHT CTR
ua1\1
ua1ez
ue1e3
ua184
uB4921 FIELD UHIT
uecoe1 TEST MODEL UNIT 1
WwecoAn TEST HODEL HHO UNIT 1
ueG410 369 AG BN TR
uBaG47D 1BH 61 INF TR
uUBHOB1 HICOH RAYTHEON FLD OFC

Enter the soldier’ s current unit name.

Enter the street address of the current unit name.

Enter the city of the current unit name,

Enter the state of the current unit name or press <F2> for choices.
Enter APO or FPO of the current unit name. Press <F2> for choices.

Enter the gateway area code of the current unit name or press <F2> for
choices.

Unit - Gateway Area Code

>AA AHERICAS ZIP CODE ALIGHHENT

AE EUROPE ZIP CODE ALIGHHENT
AP PACIFIC ZIP CODE ALIGHHEHNT

Enter 5 or 9-digit ZIP code of the current unit name.

Enter the UIC held by the soldier prior to the current UIC or press
<F2> for choices.

Enter the last unit of assgnment held by the soldier prior to the current
last unit of assgnment.

Enter duty phone number where the soldier can be reached.
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Telephone System: Enter the telephone system or press <F2> for choices.
AUTOUON AUTOMATIC VOICE HETUWORK
COMHERCI AL
FEDERAL FEDERAL TELECOMMUNICATIONS SYSTEH
WATS WIDE AREA TELECOHMMUNICATION SYSTEHN
MACOM:

Enter Mgor Command (MACOM) of last unit and the corresponding

two-character assgnment code, IAW AR 680-29 or press <F2> for

choices.

Ha jor Commands
HERDOURARTERS, RHC
HEADOUARTERS, STAFF SUPPOAT ACTIWITIES
AHC TRAIHIHWG ACTIUITIES
AHC ALL DTHERS
HI1SSILE COHHAHD ¢HICOHX

U5 ARHY TAHHK AUTOHOTIUVE COWMHAHD CTACOH»

U5 ARHY COHHUHICATIONS ELECTROHICS COHHAHD (CECOH»
STHGLE HAHRGER FOR COHUENTIOHAL AHHUHITION TEHPORARY CARRIER]

AUIATION SYSTEHS COHHAHD ¢AUSCOH)

UsA LABORATORY COMHAND (LABCOH)
AATERIEL ACOUISITION ACTIVITY
HATERIEL RCOULISITION PROJECT HAHAGERS
TEST ANMD EVALUATION COAMMAND (TECOH2

U5 ARHY SECURITY ASS1S5TAHCE CEHTER CUSASACY

ARHAHENT HUMITIOHS AND CHEHICAL COHHAND <CAHCCOHY

TROOP SUPPORT COHHMAND CTROSCOHI
ODEPOT SYSTEHS COMMAHD (DESCOH
HATERIEL READIHESS ACTIVITIES

Highlight your selection and press RETURH

Place of entry into
active duty:
orders.

Pressing <F3> will take you to Page 3 of Soldier Information screen.

Soldier Information (Page 3 of 4)
+ _ADDING RECORD =+
ENLISTED GUY

§5H: 999999999 Hame:

HOHME OF RECORD:
Street:

Same as: __

Enter the city, State, and country from where soldier |ast entered or
was ordered to active duty, as indicated on DD Form 4/1; Item 4, or

Rank: PUl

City:
APO-FPO: _
Country: _

Phone Humher:

State: __
Gateway Area Code: _
Foreign Postal Code:

Foreign State:

CURRENT ADDRESS:
Street:

Same as: _

2IP Code:

City:
APO-FPO: _
Country: __

Phone Humher:

State: __
Gateway Area Code: _
Foreign Postal Code:

Foreign State:
ZIP Code:

F3 = SAVE to commit work; FB-F4 =

PREUPAGE; F6 =

CANCEL

EHdd Description

SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

Home Of Record:

Some of the fields for Home of Record (HOR), for example Gateway

Area Code, APO/FPO, and Foreign Postal Code, are not required
fidds and may be left blank. The teem “HOR” means the place
recorded as the home of the individua when commissioned, gppointed,
enlisted, inducted, or ordered to active duty. It is not necessarily the

5-10



Version 11.00

AISM 25-P5SB-A26-A1X-SUM 01 December 1999

Same As

Street:

City:

State:

Foreign State:
APO/FPO:

Gateway Area Code:
ZIP Code:

Country:

Foreign Posta Code:
Phone Number:
Current Address:

Same As.

Street:

City:

State:

APO/FPO:

Gateway Area Code:
ZIP Code:

Country:

Foreign Postal Code:
Phone Number:

lega domicile as defined for income tax purposes. The HOR is shown
on the enlisted soldier’s service contract (DD Form 4/1; Item 3) or on
an officer’ s order to active duty.

Allows you to sdect a saved address. Press <F2> for choices and
select the appropriate address.

Same as CO, CU, RE, SE, TR
>CORRESPONDENCE ADDRESS I
CURRENT RADDRESS

RESIDEHCE ADDRESS

SEPARATION-RETIREHENT ADDRESS
TRANSITION LEAVE ADDRESS

Sdection of a choice from here will populate some of the fidds in this
page automaticaly.

Enter appropriate street address if not pre-popul ated.
Enter gppropriate city if not pre-popul ated.

Enter appropriate sate if not pre-populated.

Enter the name of the foreign Sate.

Enter APO/FPO if not pre-popul ated.

Enter Gateway Area Code if not pre-popul ated.

Enter a5 or 9-digit zip Code if not pre-popul ated.

Enter country if not pre-popul ated.

Enter foreign postal code if not pre-populated.

Enter the phone number where the soldier can be reached.

Some of the fidds for Current Address, such as Gateway Area Code,
APO/FPO, and Foreign Postal Code, are not required fields and may
be left blank. This address may not be identicd to the soldier’s mailing
address. The mailing address may be a post office box whereas the
residence may be a street address.

Press <F2> for choices to select the appropriate address.
Enter appropriate street address if not pre-popul ated.
Enter gppropriate city if not pre-popul ated.

Enter appropriate state if not pre-popul ated.

Enter APO/FPO if not pre-populated.

Enter Gateway Area Code if not pre-populated.

Enter a5 or 9-digit zip Code if not pre-popul ated.

Enter country if not pre-popul ated.

Enter foreign postal code if not pre-popul ated.

Enter phone number where soldier can be reached.

Pressing <F3> will take you to Page 4 of Soldier Information screen.
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Soldier Information (Page 4 of 4)
# _ADDING RECORD =
SSH: 999999999 Hame: EHLISTED GUY Rank: PU1

SEPARATION-RETIREHENT ADDRESS: Same as: __
Street:

City: State: __ Foreign State:
APODAFPO: _  Gateway Area Code: __ ZIP Code:
Country: _ Foreign Postal Code:

Phone Humber:

Transportation Requirements:
Add~/Change DA Form 31 Information: _
Transfer Health Records to:
Consent to Release Info:

>>DATA DOES HOT EXIST<K

Enlist EligsInelig Code: _
F3 = SAVE to commit work; F8/F4 = PREVUPAGE; F&6 = CANCEL

EHdd Description

SSN: The soldier’s SSN is populated from the database.

Name: The soldier’ s name is populated from the database.

Rank: The soldier’ srank is populated from the database.

Separetion/Retirement Some of the fields for Separation/Retirement Address, such as

Address: Gateway Area Code, APO/FPO, and Foreign Postal Code ae not
required fields and may be left blank.

Same As: Allows you to select a saved address. Press <F2> for choices and
select the appropriate address.

Street: Enter appropriate street address if not pre-popul ated.

City: Enter gppropriate city if not pre-popul ated.

State: Enter appropriate state if not pre-populated.

Foreign State: Enter the name of the foreign Sate.

APO/FPO: Enter APO/FPO if not pre-popul ated.

Gateway Area Code: Enter Gateway Area Code if not pre-popul ated.

ZIP Code: Enter zip Code if not pre-populated.

Country: Enter country if not pre-populated.

Foreign Postal Code: Enter foreign posta code if not pre-populated.

Phone Number: Enter phone number if not pre-popul ated.

Trangportation Requirements:  Enter trangportation requirements or press <F2> for choices.

Add/Change DA Form31

Information:;

Transportation Requirements
COHMHMERCIAL

>TRAVEL REQUEST
PRIVATELY OUNED VEHICLE

Enter <Y> for Yesor <N> for No.

If you highlight “Yes’ and press <Enter>, DA Form 31 Information (Request Authority for Leave) will

appear as shown.
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SSN: 999999999 Mewe: GAEAT QUTOODES  Aank: SFC

Transition Leave Mrom:
Parmissive TOY From:

Bumser of Diys Rocrued Ledve

EOPROVIHDG AUTHORETY: Rami: _
Ere Title:

THRESITIOH LEAUE ADDACES: Same as:

Leaug Fram:

Humber of Biys Adwanced Leave;

__ Foreign Postal Code
F!

Ztala: __ Fersign Stala:
Oateway frea Code: _ ZIF Code: -

Thisform alows you to record the soldier’ s trangtion/excess leave.

Edd
SSN:

Name:

Rank:

Trangtion Leave From:
Trangtion Leave To:
Permissve TDY From:
Permissve TDY To:
Excess Leave from
Excess Leave to:

Number of Days
Accrued Leave:

Number of Days
Advanced Leave:

Approving Authority:

Trandtion | eave Address
Samees.

Street:

City:

Sate:

Foreign State;
APO/FPO:

Gateway Area Code:
ZIP Code:

Country:

Foreign Postal Code:

Description

Enter the soldier’s SSN.

The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.
Enter the date that the soldier’ s trangition |leave began.
Enter the date that the soldier’ s trangition leave ended.
Enter the date that the soldier’s permissive TDY  began.
Enter the date that the soldier’s permissve TDY ends.
Enter the date that the soldier’ s excess leave began.
Enter the date that the soldier’ s excess leave ends.

Enter the number of leave days that the soldier has accrued.
Note: The soldier's accrued leave and advanced leave must equa the
number of days within the Trangition Leave date range.

Enter the number of days of advanced leave is permitted.
Note: The soldier’s accrued leave and advanced leave must equd the
number of dayswithin the Trangtion Leave date range.

Enter the name, rank, and component of the authenticating soldier.

Allows you to sdect and populate the address fidds with a saved
address. Press <F2> for choices.

Enter the street number and name of the strest.

Enter the city.

Enter the state code or press <F2> for choices.

Enter the name of the Foreign State.

Enter APO or FPO, or press <F2> for choices.

Enter the gateway area code or press <F2> for choices.
Enter a5-digit or 9-digit zip code.

Enter the country code or press <F2> for choices.

Enter aforeign posta code.
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Phone Number: Enter the soldier’ s telephone number. Examples. For CONUS, Alaska,
or Hawaii, enter the area code and telephone number like (999)
555-1212. For OCONUS, enter the international code, the country
code (44), and telephone number like 011-44-191292.

Trandfer Hedlth Recordsto:  Press <F2> for choices. Thisinformation will assgt in the digpogtion of
records.

Transfer Health Records To
JCENTRAL VA

REGIDHAL VA

UNIT (USAR, SPLIT OPT SOLDIERS ONLY)

Consent to Release Enter <Y> if service member has given consent to release

Information: persond information. Enter <N if service member either has not given
consent to release or has explicitly stated that persond information is
not to be released.

Enlig Highility/ This data pertainsto enlisted soldiers only. Enter the soldier's

Indigibility Code: immediate re-enligment digibility code from the choices made available
on the menu.

Immediate Reenlistment Codes

>18 HO DISOUALIFICATION

9A LOST TIHE

9C SKILL OUALIFICATION

SE PHYSICAL READIHNESS

9G GRADE

9K FIELD BRAR TO REEHLISTHEHNT
9L DA BAR TO REEHLISTHEHT

9H COURTS-HARTIAL CONUICTION
90 AGE

90 DECLINE COHT SERVICE STHT
9UJ UEAPONS

94 ARTICLE 15

9X OTHER

9Y RETIREHMENT APPL APPROVED
9Z UEIGHT

Press <F3> to commit work or <F6> to cancd.
5.3.1.4 DD Form 214 Information.

This form is used to collect data needed to generate a Certificate of Discharge or Release from Active
Duty (DD Form 214). This option, gives you access to the DD Form 214 Information Menu, which
lets you initiate and update the DD Form 214. Specific preparation ingtructions are governed by
AR-635-5, AR-635-200, and AR-635-100. Sdection of this option from the “Trangtion Menu” will
display the following screen.

N PFVEVRPY MHees: QROAT OUTROQRS === Aemk: 3

F1 = SRUL to continee; FE-TY » Awto Paging; Fb = CRHCEL

Figure5.3-7. DD Form 214 Informétion

The first screen displayed requests the soldier’s SSN.  After entering a vaid SSN, press <F3> to
display “DD Form 214 Information Menu.” Or, press <F8/F3> to page through the DD Form 214
without usng the menu.
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00 Fare 214 Isformuliss Heny
y. 08 Form 214 Specific Infermation
. HOE Inforeati
Service Time Uorishest
Badges and Tahs, Suards and Neceralion

. Hilitary Cducatiom Information
00 Form 214 Remarks Inforsation
Print 0D Form £l4 or Uarkshest

9. Relurn ke Haster Manu

Figure 5.3-8. DD Form 214 Information Menu
5.3.1.5 DD Form 214 Specific Information.

This screen displays information that is needed to produce the DD Form 214 separation document.
Information contained in this screen can be changed if necessary. When you select this option from the
“DD Form 214 Information Menu,” the following screen gppears.

00 Form 214 5 2 ¢ Information {Page | of 31
+ = b 3 RECORD +

|55H: POBROEEES Hame: HOTE

| Component: R
Command Ta Uhigh Transferred:

Basie Bramch: EH SPD Code: RHE = Reenbtry Code: MA Copy 6 Te: IL
E

Character of Service: HOMORABL

Humber of Accrued Lesue Days Paid: HOHE High School Graduste: ¥
UEAP: H SG6LI Coverage Amownt: 2B@ Dental Services Provided: Ho
Hearest Aelative Hame: Same As:
Street:

City: i _ EIP Code: e
Foreign State: Country: _ APO-FPO:
Bateway Area Code: __  Foreign Postal Code:

| Phoorie ber :

# SAUVE ta oo

Figure 5.3-9. DD Form 214 Specific Information

.M #* :I

EHdd Descriptions

SSN: The soldier’s SSN will appear.

Name: The soldier’s name will gppesar.

Rank: The soldier’ srank will appear.

Component: Enter the component of the soldier or press <F2> for choices.
Command to Which Enter the appropriate datafrom Table 2-2 of AR 635-5. This data
Transferred: may be obtained from the enlissment contract if the soldier has joined a

TPU, or from orders to active duty if the soldier is amember of USAR,
or ARNG. If you have sdected ARNG, a lig of dates will be
presented as a sub-menu for choices.

Command to Which Transferred

NA

>USAR CRTLGP C¢REINF) ARPERCEN, 9788 PAGE ELUD, ST LOUIS, MO 63132
USAR CRTLGP C(ANLTHG)> ARPERCEN, 9788 PAGE BLUD, ST LOUIS HD 63132
USAR CRTLGP (RET)> ARPERCEN, 9788 PAGE BLVD, ST LOUIS, MO 63132
USAR CRTLGP (ROTC) ARPERCEN, 9788 PAGE BLUD, ST LOUIS, MO 63132
USAR CRTLGP (AGR) ARPERCEN, 9788 PAGE BLVUD, ST LOUIS, HO

USAR CRTLGP C(USARET)> ARPERCEN, 9788 PRAGE BLUD, ST LOUIS,

USAR CRTLGP (RETRES)> ARPERCEN, 9788 PRAGE BLUD, ST LOUIS,

USAR CRTLGP C(AUSRET)> ARPERCEN, 9788 PAGE BLUD, ST LOUIS, HO 63132
USAR CRTLGP (IRR) ARPERCEN, 9788 PAGE EBLVD, ST LOUIS, MO 63132
ARNG OF

ASSIGNHMENT PENDING

In case you have entered acommand that is not liged in the sub-menu, then the system shows the
following screen.
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HAHG-USAR Check

The value in the ‘Command Ta Uhich Transferred’ field is not one from the
menu, therefore i1t is assumed to be am RAHG or USAR wnit. If this is the
case, please fill im the following reguired information.

Component To Uhich Transferered: _ State Uhere Located: _

F3 = SAUE to commit work; FE = CAHCEL

Use this screen to designate whether a separating soldier is being transferred to the command of ARNG
or USAR unit and if so, in which Sate.

Component To Which
Transferred:

Enter either ‘G’ for the National Guard, ‘V’ for the Reserve or
space or press <F2> for choices.

Component To Which Transferred
»>6 HATIONAL GUARD
U RESERUE

If you have sdlected any other letter, then the following error message will appesar.

ERROR THUALID COHPOMEHT

Am invalid value has been entered for the ‘Companent To Uhich

Transferred’'. WValid enkries are 'G', 'U" and space (or press F2 for

choices).

RETURK to continue

State Where Located:

Enter the two-character state abbreviation where the unit is located or
press <F2> for choices.

Press <F3> to commit work or <F6> to cancel. Pressing <F3> will take you back to Pege 1 of DD
Form 214 Specific Information screen.

Badic Branch:
SPD Code;

Reentry Code:

Enter two-character code designator for Officers and Warrant Officers
only IAW AR 680-29 or press <F2> for choices.

Enter the proper SPD code representina the specific authority for
separation IAW AR 635-5-1 or press <F2> for choices.

Enter the appropriate reentry code, (RE) as determined by AR
601-210. To determine the appropriate RE code, review the MPRJ
and refer to table 23 of AR 635-5. More than one RE code may
apply but only one code will be assgned in order of priority shown. RE
codes are not assigned to Officers or Reserve Component Personnel
who are separated for other than cause; this includes personne
separated with sdf-terminating orders. NA  will be entered in
appropriate block. Refer questions concerning RE codes to USAEEA,
Autovon 693-7647 or Commercia (314) 263-7647. Press <F2> for
choices.

Reentry Code

HOT APPLICABLE
OUALIFIED FOR EHLISTHEWT IF ALL OTHER CRITERIA ARE HET

THELTGTBLE UHLESS W WAIVER IS5 GRARTED
IHELIGIBLE FODR EHLISTHERT

RETLREHENT

Copy 6 To:

Enter two-digit abbreviation of state of post-separation resdence asin
block 19a or press <F2> for choices. This is a mandatory field for
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Character of Service

Number of Accrued
Leave Days Pad:

High School Graduate:

VEAP:

SGLI Coverage Amount:

Dental Services Provided:

Nearest Rdative Name:

Same As

Street:

City:

Sate:

ZIP Code:

Foreign State:
Country:

APO/FPO:

Gateway Area Code:

eigibility of state benefits, such as State Director of Veterans Affairs.

Enter characterization or description of service as determined by
separation authority.  Proper completion of this block is vitd since it
affects the soldier’s digibility for pos-service benefits.  Only six
Characterizations are authorized, and are listed on the choices Menu.

If known, enter number of days, not to exceed 60.0 days. Days
entered must be whole or half days, such as 12.0 or 12.5. If number of
days is not known, the field may be left blank. If none accrued, then
enter “NONE.” If “Not Applicable,” then enter “NA.”

Enter <Y> if soldier is a High School graduate, or <N> if not aHigh
School graduate. This information should be verified through a diploma,
certificate, or other documentation.

Enter <Y> if soldier participated in the post-Vietnam era educationa
assgtance program; this does not gpply to any other education
assistance program. Enter <N> if the soldier did not participate in the
post-Vietnam era educational assstance program, or if the soldier
participated in *“another” education assstance program.

Enter the amount of Servicemen’s Group Life Insurance coverage the
soldier has designated on DD Form 93 and SGLV 8286. Coverage
may be entered in increments of 5200, where 5=5,000 and 200=
200,000 or press <F2> for choices. Enter “0” if soldier did not opt for
coverage.

This block is only gpplicable to those soldiers who have completed 180
days or more of continuous active duty a the time of separation.
Check the SF-603 for vdidity of exam and dl appropriate treatment
and mark the appropriate block <Y> for Yes, <N> for No, or “NA”
for soldier with less than 180 days continuous active duty.

Enter address of a relative (permanently located) who knows the
location and address of the soldier at dl times. This information must be
obtained from the soldier. If the soldier does not have ardative in this
category, then the name of a close friend whom the soldier keeps
informed of his’her location and address is appropriate. |f the address
is the same as block 19a, then choose Correspondence Address from
the choices menu. Some of the Nearest Rdlative Address fields, such
as Gateway Area Code, APO/FPO, and Foreign Postal Code, are not
required and may be left blank.

Allows you to sdlect a saved address. Press <F2> for choices and
select the appropriate address.

Enter the appropriate street if not pre-popul ated.

Enter the gppropriate city if not pre-populated.

Enter the state if not pre-populated or press <F2> for choices.
Enter a5 or 9-digit zip code if not pre-popul ated.

Enter the foreign sate of the soldier.

Enter acountry if not pre-populated or press <F2> for choices.
Enter APO or FPO if not pre-popul ated.

Enter a Gateway Area Code if not pre-populated or press <F2> for
choices.
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Foreign Postal Code:
Phone Number:

Enter aForeign Postal Code if not pre-popul ated.
Enter the telephone number if not pre-popul ated.

Pressing <F3> will digplay Page 2 of DD Form 214 Specific Information screen.

| 55H; 2999909093 Hame: GREAT DUTDODORS Rank: SFC

Last: GREAT
First: DUTDOORS
Hiddle:

AST: __  SHOS:

{Full Hame:

IEffective Date of Rank:

|0ate of Separation:
Tupe of Separation:

0D Form 214 Specific Informabion (Page 2 of 3)

+ CHANGIHO AECORD «

Aeserve Obli nhm Termination Dake:

[Last Duty LI

HACOH: ELHE_EHI]LEIEBHIJM_
Place of Entry into Active Duty: _ State: Country:
| Active Outy Emtry Date:

F3 =

SAVE to commit uork: FA-F4 = FHEUI"FIEE F& = CANCEL

Last Duty Assignment: HH Mﬂﬂﬁ—
COMAARD CWSEAEC»

nter Saldier’s Full Last Hame (include 'Jr. ‘e, 'I1Y, ete. if applicahle

Eidds

SSN:

Name:

Rank:

Full Name:
PMOS/AQOC:
ASl:

SMOS:

ASl:

DOB:
Effective Date of Rank:

Date of Separation:

Type of Separation:

Reserve Obligation
Termination Date:

-
The soldier’s SSN will appear.
The soldier’ s name will appear.
The soldier’ s rank will appear.

Enter name as it gppears on DD Form 4/1 Enlisment/ Reenlistment
document or DD Form 1966//6 or DA Form 4187. Name should
include“J.,” “S.” or “1l,” if gppropriate.

Enter the PMOS or AOC code as validated by DA Form 2A, 2-1, or
the ORB or Orders.

Enter the Primary ASl as vdidated by DA Form 2-A, 2-1, or the ORB
or Orders.

Enter the Secondary MOS as validated by DA Form 2-A, 2-1, or the
ORB or Orders. Regulation guidance for SMOSAOC is AR
611-201, AR 611-101, and AR 611-212.

Enter the Secondary ASl as vdidated by DA Form 2A, 2-1, or the
ORB or Orders. You may not duplicate an ASl that is listed as the
Primary ASI.

Enter date of birth.

Enter effective date of promotion. Verify effective date of rank by DA
Form 2-A, DA Form 2-1, ORB, or Orders.

Enter date of separation. Veify date of separation by Orders.
Separation date may not be the contractual date if extended for
make-up of log time, for convenience of the Government, or if
approved for early release such as a Chapter.

Enter the appropriate term as indicated on the separation order. Type
of separation, is verified by AR 635-5.

Enter Statutory Service Obligation Date. This obligation isincurred

by al personnd on initid enligment. If service member entered the
Armed Forces before 01 June 1984, he must serve a period of sSix
years. If service member entered the Armed Forces after 1 June 1984,
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he must serve a period of eight years. The MSO garts on the date of
initid enligment and includes DEP. For soldiers discharged, dismissed,
or dropped from the Army rolls, or who have an expired MSO or are
within 90 days of their MSO, this fidld will be left blank and will be

populated with zeros at print time.

Last Duty UIC: Enter the current six-digit UIC as indicated on the separation Orders,
DA Form 2-A, or ORB.

Lagt Duty Assgnment: Enter the last unit of assgnment as indicated on separation Orders DA
Form 2-A or ORB.

MACOM: Enter the MACOM of last (current) unit and the corresponding
two-character assgnment code, IAW AR 680-29.

Pace of Entry into Enter the city and the state from where the soldier last entered or

Active Duty: was ordered to active duty, as indicated on DD Form 4/1: item 4, or

Orders of enlised USAR/ARNG soldiers. An oversess enlisment
address must include APO or FPO.

Active Duty Entry Date: Enter the active duty entry date.
Pressing <F3> will digplay Page 3 of DD Form 214 Specific Information screen.
00 Form 214 Specific [nformation (Page 3 of 3)

L] -
S55H:; 999999999 Hame: CREAT OUTDOCRS Rank: SFC

HOHE OF RECOAD: Same as: |_

Street: 000 HOPE AVE

City: FORT UORTH State; TX ZIF Code: L1111-1111
Foreign State: Country: US APO-FPO: ___
Gateuay Area Cotde! _ Fareign Postal Code:

Phone Humber: 817 S81-8123

SEFRRATIOR-RET IREAENT RODRESS: Same as: __
Strest:
City: State: __ ZIP Code:

Foreign State; Country: __ APO-TPO:
Gateway Area Code: _ Foreign Postal Code:
Fhone Humber:

F3 = SAYE to commil werk: FB-F4 = PAEVPAGE; F& = CRANCEL

ter CO, CU, HE, RE, SE, TR, FI = CHOICES

This screen displays information that is needed to produce the DD Form 214 separation document.
Information contained in this screen can be changed where necessary and certain fidlds may be
pre-populated from Soldier Information.

Edd Degtription

SSN: The soldier’s SSN will appear.

Name: The soldier’ s name will gppesar.

Rank: The soldier’ srank will appear.

Home of Record: Some of the fidds for Home of Record (HOR), such as Gateway Area
Code, APO/FPO, and Foreign Postal Code, are not required and may
be left blank.

Same As. Allows you to sdect a saved address. Press <F2> for choices and
select the appropriate address.

Street: Enter the direet if not pre-popul ated.

City: Enter the city if not pre-populated.
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State: Enter the Sate if not pre-populated or press <F2> for choices.

ZIP Code: Enter a5 or 9-digit zip code if not pre-popul ated.

Foreign State: Enter the foreign Sateif not pre-popul ated.

Country: Enter acountry if not pre-populated or press <F2> for choices.
APO/FPO: Enter APO or FPO, if not pre-populated, or press <F2> for choices.
Gateway Area Code: Enter a gateway area code if not pre-populated or press <F2> for

Foreign Postdl Code:
Phone Number:;

Separation/Retirement
Address:

Same As

Street:

City:

State:

ZIP Code:

Foreign State:
Country:

APO/FPO:

Gateway Area Code:

Foreign Postal Code:
Phone Number:;

choices.
Enter aforeign posta code if not pre-popul ated.
Enter a phone number if not pre-popul ated.

Some of thefields for Separation or Retirement Address, such as
Gateway Area Code, APO/FPO, and Foreign Postal Code, are not
required fields and may be left blank.

Allows you to sdlect a saved address. Press <F2> for choices and
select an appropriate address.

Enter a street address if not pre- populated.

Enter acity if not pre-popul ated.

Enter agateif not pre-populated.

Enter a5 or 9-digit zip code if not pre-popul ated.

Enter the foreign Sateif not pre-popul ated.

Enter acountry if not pre-populated or press <F2> for choices.
Enter APO or FPO if not pre-populated.

Enter a gateway area code if not pre-populated or press <F2> for
choices.

Enter aforeign posta code if not pre-popul ated.
Enter the phone number if not pre- populated.

Press <F3> to commit work or <F6> to cancd the operation. Pressing <F8/F4> will take you to the

previous page.

5.3.1.6 MOSInformation.

Sdection of this option alows you to input MOSAOC Information; Primary, Secondary, and
Additiond. This information is governed by AR-611-101, AR-611-201, and AR-611-212. Specific
entry ingtructions can be found n AR-635-5. When you sdlect this option from the “DD Form 214
Information Menu,” the following screen appears.
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HODS Informaktion

| Hi=sing- Incomplete: [
| Ho=.-m0c AsI asl From

Edd

SSN:

Name:

Rank:
Missng/Incomplete:

MOS/AOC:

13042

-
=il

"

7
e

s | | ||

BS

UE to coemmit work! FE-FS = POUP; FB-FE = PEON: FE * CAMCEL
B, = [HI i

Figure 5.3-10. MOS Information
.
Enter the soldier’s SSN.
The soldier’ s name will appesar.
The soldier’ s rank will appear.

Thisfied specifies whether MOS/AOC information is missing, unknown
or incomplete. This occurs in cases of temporary or incomplete
records. Enter <Y> if information is not available or incomplete, or
enter <N> if information is avalable Entry of <Y> in this fidd
populates block 11 of the DD Form 214 with the statement “ See block
18.” Block 18 will automaticaly populate with statement “ Separated
from service on temporary records and soldier’ s affidavit.”

Thisfidd dlows entry of MOS/AOC data. Thefirdt line of information
should be used for Primary MOS/AOC. The second line of information
is for Secondary MOSAOC. Additiona lines are used for other
MOSAOC information. The fird two lines of the form may be
pre-populated from information added before hand in the Soldier
Information screen.

For enlisted personnd, if not pre-populated, enter first five characters of
MOSAOC which will include the three characters of the MOS/AOC,
the fourth character of skill and grade leve, and the fifth character of a
SQl, if gpplicable. Otherwise, the fifth character will bea“0.”

B88B (DIVER) Henu

For Commissoned Officers, enter the Primary AOC conssing of
two-digits and one letter such as 31A.

For Warrant Officers, enter the four-character MOS/AOC and afifth
character SQI if applicable, or a “0.” Regulaion guidance for
MOSAOC is AR 611- 201, AR 611-101, and AR 611-212. Vdidate
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ASl:

From:

To:

Year:

Month:

Title

MOSAOC data by DA Form 2-A, DA Form 2-1, the ORB, or
Orders. If MOS/AOC datais not recognized by the database, you will
be required to enter the gppropriate password in order to enter the
MOSAQC title.

Enter the ASl as vdidated by DA Form 2A, 21, or the ORB or
Orders.

ASI Henu for HMOS BBEBZ 1
>88  HO ASI
4A RECLASSIFICATION TRAIHNIHNG
PS5 HASTER FITHESS TRAINER

Enter the date MOSAOC was awarded, or became effective
Vadidate information by DA Form 2A, DA Form 21, the ORB, or
Orders.

In most cases, this date will be date of separation. However, in some
cases, the soldier may not be active in this MOSAOC, therefore, this
date would be the date prior to award of current active MOS AOC.
Vdidate information by DA Form 2A, DA Form 21, the ORB, or
Orders.

This field will be populated based on prior entry of the From and To
dates. Thisis aprotected field.

This field will be populated based on prior entry of the From and To
dates. Thisisa protected field.

This field will be populated based on the MOS/AOC entry of the
specific line. Thisisa protected field.

5.3.1.7 Service Time Worksheet.
Sdecting this option from the “DD Form 214 Information Menu” shows the following screen.

From o
HPC Component A<T  YYYY-HH-ODD YYYY-HH-D0 Lost Period ¥¥ HH OO

Service Time Uorksheek (Page 1 af 2)

Rank: SFC

T Time Service Computed

Totals :
Constructive Credit (HC-OC3:
Hedical Internship:
Edit Reserve Points: _ »» iz : TORL:
Edit Foreign<Sea Service Information: _

FE-F2 = BOTTOH; FB-FS = PG DN; FE~-FE = PG UP
F3 = SAVE to commit work; F6 = CAHCEL

‘nber Soldier's Secial Securiby Humber; F2 s CHOICES

Figure5.3-11. Service Time Workshest

Use this worksheet to compute the length of service information needed by various forms to update a

soldier’ s record of service.

Edd
SSN:
Name:

-
Enter the SSN of the soldier.
The soldier’ s name is populated from the database.
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Rank:
MPC:

Component:
Active/lnactive:

From:
To:
Time Logt:

Service Period:

§5M: 399999995 Nome: GREAT DUTOODAS RAank: SFC
Hissing Incomplete: H

The soldier’ srank is populated from the database.

Enter the Military Personnel Code (MPC) or Press <F2> for choicesto
select MPC.

Personnel Code

>ENLISTED

WARRANT OFFICER
OFFICER

Enter soldier’ s component or press <F2> for choices.

Enter whether the soldier is active or inactive or press <F2> for choices
to select.

Enter the date the service period began.
Enter the date the service period ended.

Enter <Y> to edit the Time Logt form. Enter <N> to skip the Time
Logt form. Once you exit this field the value will be changed to <Y> if
there is time logt during this service period or <N> if there is not time
lost during this service period. If you press <Y>, then the system will
take you, to the Time Lot Screen.

Time Lost Information

+ CHAAGIMG RECORD =

TIHE LDET
CHRRCERELE HOHCHARCEABLE

FROH 10 i FROH Ta
TEVY-HR-DD YYYYCHRSDD 0 YYYY-HH-DD YYTT-HH-DD
19438006 1945006 |

F3 = SRUE te commit work: FB = CAMCEL

‘P! oar 'H°: F2 = CHOICES

Enter ‘CURRENT if the sarvice period is part of the current active
service period. Enter ‘O PRIOR' if the service period appears on a
previoudy issued DD Form 214. Enter ‘S PRIOR’ if the service period
occurs prior to the current active service period but after the previoudy
issued DD Form 214. If the soldier has not previoudy been issued a
DD Form 214, dl service prior to the current active service period is*S
PRIOR. If the A/l fidd issat to ‘I, the only sdections available will be
‘OPRIOR’ or ‘SPRIOR!

Service Period

»0 PRIOR Prior Service On a Previous D0 Form 214
S PRIOR Prior Service Since Last DD Form 214

CURRENT

Current Service Period

Computed YY MM DD:
TimeLogst:

Edit Resarve Points;

This fiedd shows the length of the service period in years, months, and
days. Timelogt will be accounted for in thistotd.

This field will display the amount of time logt for the service period in
days. Timelost will besetto ‘0 if the A/l fiddissetto‘l.

Enter <Y> to edit the Reserve Points or <N> to skip the Reserve
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§5H. 999999999 Hame:

From

Y99 -HH-DD 'i"l"r"!'fﬂliﬂ.'ll! Hembersp Inact Duty Course Conp

Points. Entering <Y> will display the following screen.

Reserve Points for Service Computation
+ AODOTHG RECORD =

POINTS ERARED

TOTAL POTHTS:

FB-FZ = BOTTOH; FB<FS = PO DH; FB-F6 = PG UP
F3 = SAUE to commit work:; F& = CAHCEL

Enter the gppropriate information and press <F3> to commit work.

Totds

Edit Foreign/Sea Service
Information:

55H- 5999500993 Hame: EEE! QUTDOORS Rank: SFC

FOREIGH SERUICE
FRlA: 19358
I'Wn.'

SER SEFILIIEE
: 1948-86-83 TO: 1042-A3-88

Thetotal service time and time lost will gppesr.

Enter <Y> to add or change foreign service or sea service

information. Enter <N >, or leave blank to skip editing foreign service
and sea sarvice information.  If information exigts in the Foreign/Sea
Service information “DATA EXISTS” will gppear. If information does
not exist, then “DATA DOES NOT EXIST” will appear. If you press
<Y>, then the sysem will take you to the “Foreign Sea Service
Information” screen as shown.

(HISS]HOA1 HCOWPLETED ; "gﬁ
T0: 1939-88-18 19420685 TO: 19458329

1958~
T0: 1985/BE03

Formign Service Reparted fboue:
Additional Foreign Service:

Total Foreign Service:

(HISSIHG /I HCOHFLETEY: H
FROH:

Tolal S=a Service:
F3 = SAVE to commit work; F& = CAHCEL

Use this screen to capture information on Foreign and sea service for the soldier.

Edd

SSN:

Name;

Rank:

Foreign Service:

Missing/Incomplete:
From:
To:

-
The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter periods of service for the current active service period in which
the soldier is credited with Foreign Service. See AR 614-30 for further
informetion.

Enter <Y> if the Foregn Service information is missng or incomplete,
Enter the beginning date.

Enter the ending date.
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Additiona Foreign Service:

Sea Sarvice:

Missing/Incomplete:
From:
To:

Enter total of Foreign Service periods for which specific dates are not
known. Foreign Service must occur, during the current active service
period and must not include specific periods entered in the date ranges
above.

Enter periods of service for the current active service period in which
the soldier is credited with sea service.

Enter <Y> if the sea service information is missing or incomplete.
Enter the beginning date, as YYYY/MM/DD.
Enter the ending date, as YYYY/MM/DD.

Press <F3> to commit work. This will take you back to Page 1 of Service Time Worksheet. Press
<F3> again. In case retired pay addendum is required for this soldier, then a reminder screen will
appear. Pressing <Enter> will take you to Page 2 of Service Time Workshest.

%
§8N: 293339393 Mame. GREAT QUTODDRS ~ Fank: SFC

Aetive Seruice from Prior ODDZ14 Hissing<Inconplete: [
Inactive Service from Prior DDZ14 HissingsIncomplete: H

Prior Service On Previous DD Form Z04
Prior Servioe Since Last DD Form 214
Total Prior Service

Het Service This Period
Construckive Credit

Temporary Disability Ret List
Tokal Feruice

Section 1485 Service

F3 = SAYE to commit work; FB-F1 = PRINT:; F8-F4 = PREY PAGE: F6 = CAHCEL
'H*; F: s CHOICES

nter ‘T or

‘Sgrvice Time Uorkshest (Page 2 of 27

CHAHGING RECORD *

Act ive Inactive
¥Y HH DO

==

lolmlmks ol

Sele
|5 ol B2

This screen is primarily for diplay purposes to facilitate a review of the various types of total service
times needed by trangtion officers and retirement officers.

Edd
SSN:
Name:
Rank:

Active Service from prior
DD214 Missing/Incomplete:

Inactive Service from Prior
DD214 Missing/Incomplete:

-
The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.
Enter <Y> or <N>.

Enter <Y> or <N>.

Brior Sevi Previous DD E )14:

Active

Inactive:

Totd:

Enter years, months, and days of active service on the previoudy issued
DD Form 214. If Page 1 of the service time worksheet contains any
sarvice periods in which the SERVICE PERIOD is ‘O PRIOR; this
field is protected and calculated.

Enter years, months, and days of inactive service on the previoudy
issued DD Form 214. If Page 1 of the service time worksheet contains
any sarvice periods in which the SERVICE PERIOD is ‘O PRIOR, this
field is protected and calculated.

Thetotd of the ‘ Active and Inactive’ time will appear.
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Prior Service since | ag DD E )14:

Active The totd active service that has occurred prior to the current active
sarvice period but after the previoudy entered DD Form 214 will
appear. |If the soldier has not previously been issued a DD Form 214,
al prior active service will appear here.

Inactive: The tota inactive service that has occurred prior to the current inactive
sarvice period but after the previoudy entered DD Form 214 will
appear. |If the soldier has not previously been issued a DD Form 214,
al prior inactive service will gppear here.

Totd: Thetotd of the ‘ Active and Inactive’ time will appear.

Active: The totd of the Active Prior Service On Previous DD Form 214 and
Active Prior Service Since Last DD Form 214 will appesr.

Inective: The totd of the Inactive Prior Service On Previous DD Form 214 and
Inactive Prior Service Since Last DD Form 214 will appear.

Totd: Thetotd of the ‘Active and Inactive time will gppesar.

Active Thetotd active service for the current service period will appear.

Totd: Thetota of the Active time will appear.

Tatd Service:

Active: Thetotd active service for the soldier will appear.

Inactive: Thetotd inactive service for the soldier will be displayed.

Totd: Thetotd of the active and inactive time will gppesr.

Section 1405 Service; The sum of the Tota Active Sarvice, inactive time prior to June 1,

1958, and the reserve officer points will gppear. Inactive time prior to
June 1, 1958 should be entered on Page 1 for it © incdude in this
computation.

Press <F3> to commit work. Pressing <F8/F1> will take you to printer destination screen shown.

Print Destination (v. 2.82)

Number of Copies: B1

Printer Class: LASER PRINTER
Printer Hame: laser

F3 = SAVE to print; F6 = CANCEL

Thisform dlows you to enter the number of copies, printer class, and the printer destination for printing
the trangition/retirement documents. After entering the information, press <F3> to print the document or
<F6> to cancdl.

5.3.1.8 Badgesand Tabs, Awards, and Decorations.

Use this option to compile data for soldiers badges and tabs, awards, and decorations. Entries will be
for ALL periods of service. Entries validate through the soldier’ s service records (such as Orders, DA
Form 2-1, the ORB, prior DD Form 214, and/or Certificates). Regulation for guidance is AR 672-5-1.
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Sdection of this option will alow you to input al decorations, awards, badges, and tabs avarded to the
soldier for al periods of duty. When you sdect this option from the“DD Form 214 Information Menu,”
the following screen appears.

SGM: 90999900939 Hame: GREAT OUTOOORS Rank: SFC

BADCGES AND TAB3, AURADS AHD DECORATIOHS CHISSIMO-THCOMWPLETEY: [
BAOGES AHD TABS:

JEB __ PACHTAGER 58
nmnus nm ur:r.nnnnuns

and Tabs, Hwards and Decorations
+« CHRHGIHG RECORD +

RESTAF  EMBRA OS010BAD  SRACCHE  CAPE
EHBFA

ELE GEAF
PRES188  UHPE
AHUDEL ABCOHUOEY J‘SHH

i+ F& = CAMCEL

Fgure 5.3-12. Badges and Tabs, Awards, and Decorations

Eedd

SSN:

Name:

Rank:

Badges and Tabs, Awards,
and Decorations (Missing/
Incomplete):

Badges and Tabs:

.
The soldier’s SSN is populated from the database.

The soldier’ s name is populated from the database.

The soldier’ srank is populated from the database.

Thisfidd specifies whether award information is missing, unknown,
or incomplete. This event may result from temporary or incomplete

records. Enter <Y> if information is not avallabdle or incomplete, or
enter <N> if information is avalable Entry of <Y> in this fidd
populates block 13 of DD Form 214 with the statement “See block
18.” Block 18 automaticaly populates with the statement “ Separated
from service on temporary records and soldier’ s affidavit.”

Enter badges and tabs abbreviations directly into the fields or press
<F2> for choices and “MARK” one or more selections by pressing
<F2>. The fields populate with the choices after you press <Enter>.
You may press <F2> for choices and UNMARK inappropriate

sdections or ddete salections from the particular figd.

dges and Tabs Henu

B ATR ASSAULT BADGE
AF-FH ALR FORCE FLIGHT HURSE BADGE

AFIHUB AIA FORCE IRFORHATION HANAGERS UHIFORN BAOGE

RF=H3L AIR FORCE HISSILE EROGE

RF=HO ALR FORCE HAVIGATOR-DBSERVER BADGE

RF=P-A ATR FORCE PILOT EADGE, BRASIC

AF-5-0EHT  ALA FORCE SEHLOR DEHTAL BROGE

AF=SPACE AIR FORCE SPACE BADGE

H-AFSPACE  AIR FORCE SPACE EAQOE, HASTER

5-AFSPACE  AIR FORCE SPACE BROGE, SEHIOR

RFES-FOB ATR FORCE SUPPLY - FUELS OURLIFICATIONS BROGE, BRSIC
RAFHS-FOB ALA FOARCE SUPFLY - FUELS OUALIFICATIONS BADGE, HASTER
AFS5-FOB AIA FORCE SUPPLY - FUELS OQUALIFICATIONS BADGE, SEHIOR
RHH-B ALACAAFT AND HUHITIOHS HAINTEMANCE BADGE (BASIC)
AHH=-H AIACRAFT AHD HUHITIDHS HAIRTEHMAHCE BADGE (HASTER2
AAH=5 AIRCRRFT AHO HUHITIONS HAIWTEHAHCE BADGE (SEHIORY
ACCHE ALACAAFT CAEWHAH BRADGE

2 = HARK to select; RETURH to commit; F& = CRNCEL

Awards and Decorations:

Enter awards and decoretions abbreviations (if known) directly into the
fieds or press <F2> for choices and “MARK” one or more selections
by pressng <F2>. The fidds will populate with the choices after you
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press <Enter>. You may press <F2> for choices and “UN-MARK”
inappropriate selections, or delete the selection from the particular fied.

Auardes and Decorations Henu

ACH] EVEHENT HEORL
ALR FORCE AVIATION SERVICE RIBBOH
AIR FORCE BASIC MILITARY TRAAINING HONOR GRADUATE RI1BBOH
ATE FORCE CONHEHDATION HEDAL
AlR FORCE CROSS
ATR FORCE COOD COWOUCT HMEDAL
ALR FORCE LONGEVITY SERVICE AUARD RIBBOH
ALIR FORCE ORGAHIZATIOHAL EXCELLEWCE AWARD
AFEXCUDEY  ATR FORCE ORGAHTZATIONAL EXCELLEHCE AUARD LU DEUTCE
AF DA AlR FORCE OUTSTAMOING UKIT AUARD
AFOUAYOEY  AIR FORCE DUTSTAHOING UHIT AUARD U-\ DEVICE
AFDSLTA AIR FORCE OVERSEAS LOWG TOUR AIBEOH
AFDSSTA AIR FORCE DYERSERS SHORT TOUR RIEBDOH
AFRR ATR FORCE RECDGHITION RIBBON
AF=TAH AlR FORCE TRAIHIHG RAIBBOH
AN AIR HEDAL
AHUDEY ALR HEDAL U~ DEUICE

F2 = HARK to select; RETURH to commikt; F& = CAHCEL

Press <F3> to commit work or <F6> to cancdl. Pressing <F3> shows the following screen.

Badge, Auard or Decoration Quantit

Badge, Award or Decoration:
AFAH AIR FORCE ACHIEVEMENT HEDAL

Ouantity: 1

F3 = SAVE to continue; F6 = CANCEL

Use this screen to enter the number of times the soldier has earned certain badges, awards, and
decorations.

Eedd Description
Badge, Award or Decoration: This protected field is pre-populated with the menu line for the badge,
award, or decoration being processed.

Quantity: Enter the number of times this badge award or decoration has been
earned.

Press <F3> to commit work or <F6> to cancd.
5.3.1.9 Military Education Information.

Use this option for compilation of data for soldier’s military education. All forma in service (full-time
attendance) training that was successfully completed during this period of service will be entered.

Command and Generd Staff and Senior Service Colleges, Senior Warrant Officer Course, and SGM
Academy nonrresdent courses may be included when successfully completed by correspondence.

Other non-resident courses will not be listed. This information is to assist the soldier after separation in
job placement and counsdling, so training courses for combat kills will not be listed.  Entries will be
vaidated through the soldier’s service records (Orders, DA Form 21, the ORB, Certificates and
Course Evauations).

Sdection of thisitem dlows you to input dl in-service training courses during the current period of active
duty. The governing regulation for guiddines is AR-635-5. Refer to DA Pam 351-4 for appropriate
course titles and number of weeks. Other regulations, which may be used for gppropriate titles are AR
611- 201, AR 611-101, and AR 611-212. When you sdlect this option from the “DD Form 214
Information Menu,” the following screen will appear.
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| S5H: 399993959
HISSIHG-IHCORFLETE: H

| Course Title:

Edd
SSN:

Name:
Rank:
Missing/Incomplete:

Course Title:

Weeks:

Completion Date:

Course Tikle:

Course Title:

Course Title:

Fl =
Fa-F5 = PGOM; FB-F6 = PBUP: F6 « CAMCEL
"H': F2 = CHOICES

Ueeks: Conpletion Date:

Ueeks: Conpletion Date:

Ueeks: Cosplet ion Dalte:

Ueeks: Completion Date:

SAUE to commit work: FE-F2 = BOTTON;

Figure5.3-13. Military Education Information

Description

The soldier’s SSN is populated from the database.
The soldier’ s nameis populated from the database.
The soldier’ srank is populated from the database.

This fidd specifies whether Military Education information is missng,
unknown or incomplete. This occurs in cases of temporary or
incomplete records.  Enter <Y> if information is not available or
incomplete, or enter <N> if information is avalable. Entry of <Y> in
this field populates block 14 with the statement “ See block 18.” Block
18 will automaticdly populate with statement “ Separated from service
on temporary records and soldier’ s affidavit.”

Enter course title as it appears on DA Form 2-1, the ORB, Cetificate,
Course Evauation or Orders (40 hours or more). If course title is
questionable, refer to DA Pam 351-4, AR 611-201, AR 611-101 or
AR 611-102 for appropriate title.

Enter duration of course, in weeks. Entry must be a minimum of one
week.

Enter date course was completed. Date should be entered in the form
YYYY/MM (Year/Month entry is dl that is required). If only the year
of completion is known, enter YY'Y'Y/00.

Press <F3> to commit work or <F6> to cancd.
5.3.1.10 DD Form 214 Remarks I nformation.

This menu displays information required by HQDA, for which a separate block is not available and for
completing entries that are too long for their blocks, such as continuations. You have the option to
sdlect a remark or to create free-form remarks if the avallable remarks are not suitable. When you
select this option from the “DD Form 214 Information Menu,” the following screen will gppear.

5-28



Version 11.00

AISM 25-P5SB-A26-A1X-SUM 01 December 1999

HC.
Yo
K E

a0 Form 214 Remarks [aformation (Page | of B)

§5H: 2995989393

REHARKS
R. COHTIHUOUS HOMORRBLE ACTIVE SERVICE: FROMH:
B IHHEDIATE HEEHLISIHE’H‘ TIIIS PERIOD: FROH:

FRON:

FRON:

FROH:

FROH:

FROA:

FROA:

FRON:
SUBJECT TO ACTIVE DUTY FI[EIILL BY THE SECEETAAY OF THE Flﬂl'i'l’

SUBJECT TO ACTIVE DUTY RECALL, HUSTER DUTY AHD-OR AHHUAL SCREENIHG

. BLK 6 PERIOD OF DELAYED ENTRY PRG:

+ CHANGLIAG RECOAD
HANE: GREAT OUTOODORS

FROH:
FROH:
FROH:
FROH:
FROH:
FAROH:
FROH:

FROA:
F3 = SAVE to commit work) FB = CAHCEL

T0:

nker 'Y" or "H":

Edd
SSN:

Name:
Rank:

Continuous Honorable
Active Sarvice

From:
To:

|mmediate Reenligment
this period:

From:
To:
Subject to Active Duty

Recall by the Secretary
of the Army:

Subject to Active Duty
Recdl, Muster Duty and/
or Annud Screening:

Fz = CHOICES

Figure5.3-14. DD Form 214 Remarks Information

Block 6 Period of Delayed

Entry Program:

From:

To:

Desnupn_on _

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter <Y> if thisremark applies. Sdect this remark for

soldiers who have re-enlisted during this period of service without being
issued a DD Form 214 and who are being separated with any
characterization of service except “Honorable.”

Enter first day of service for which aDD Form 214 was not issued.
Enter the date before commencement of current enlistment.

Enter <Y> if thisremark gpplies. Sdect thisremark for
soldiers who have previoudy re-enlisted. List reenlissment periods for
which a DD Form 214 was not issued.

Enter first day of service for whichaDD Form 214 was not issued.
Enter the date before commencement of next period of enlistmen.

Enter <Y> if thisremark gpplies. Sdlect thisremark for al
soldiersretiring from active duty for length of service.

Enter <Y> if thisremark applies. Sdect thisremark for al
soldiers being transferred to the Individual Ready Reserve (IRR),
and who have aremaining statutory service obligation.

Enter <Y> if thisremark gpplies. Sdect thisremark for dl
soldiers who have DEP time included in date of Block 6 of DD Form
214; Block 6 is“Ending Date of Statutory Service Obligation.”

Enter date of enlisment from item 5, DD Form 4/1 ONLY if item 8aof
DD Form 4/1 is completed; this designates if the DEP period actudly
exigs.

Enter the date before commencement of current period of enlistment.

Pressing <F3> will display Page 2 of DD Form 214 Remarks Information screen.
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SEM:

H
H
[}
H
H
H
o
H
H

Edd
SSN:

Name:
Rank:

Extengon of Service was
at the request and for the
convenience of the
Government:

Retired List Grade:

USAR Retired Grade:

Discharged from enlisted
datusin retired grade:

Separated from service on

temporary records.

DD Form 215 will beissued:

SEL, REG, OR ENL Bonus:

Amount;
Date:

398393333

REHARKS CCOMTIHUED)
F. EMTEHSION OF SERVICE UAS AT THE REOUEST AKD FOR THE

COHVERIERCE OF THE GOUERHHENT,
G. RETIRED LIST GRADE:
H. USAR RET GRADE:
I. DISCHARCED FAOH EWLISTED STATUS IH RETIAED GRADE __

OM RETIRED LIST A5 IMODICATED IH RETIREHEWT ORDER.
J1. SEPARATED FROH SERUICE OM TEHPORARY RECORDS AMD SOLOIER'S AFFIOAUTT.
JE, DD FORM 215 WILL BE ISSUED TOD PROUIOE HISSIWG ]HFOANET [OH
K. SEL, REG DR EML BOHUS: AHOURT . DATE:
L. RETAIHED IH SERUICE

FOR THE COWUEWIEWCE OF THE -UI:HHFI:HT PER:
H. BERUICE IH SUA FROA: :

= S5AUE to commit work; FB-F4 = PAEVPAGE; F& = CAHCEL
Enter "Y' or 'H";

OO Form £14 Aemarks Information (Page Z of B2
+ CHANGING RECORD =

HANE: GREAT OQUTDOORS ARMK: SFC

HHOD PLARCED

— DAYS: FROH: To:

FROM:
FROM:

Fz = CHOICES

Description

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter <Y> if thisremark gpplies. Extension of service gppliesto
soldiers who have at least one period of service extended (except

those extended under 10 USC 972). Extension of service should be
vaidated by a new service agreement for a specified period.

Enter <Y> if thisremark gpplies. This remark gpplies when an enlisted
soldier of the RA or an Army Warrant Officer is retired after completing
thirty or more years of active military service. Enter grade to which
advanced on the retired ligt as indicated on the retirement order, such as
“RETIRED LIST GRADE: CPT.”

Enter <Y> if thisremark gpplies. This remark gpplies when an enlisted
soldier is retired for disability in a Commissoned or Warrant Officer
grade. Enter the grade in which retired, such as “USAR RET GRADE:
MAJ”

Enter <Y> if thisremark gpplies. Thisremark applies when an

enlised soldier is discharged to retire as a Commissoned or Warrant
Officer. Enter retired grade, such as “DISCHARGED FROM ENLISTED
STATUS IN RETIRED GRADE: MAJ” as indicated in the retirement
order. The governing regulation is AR 310-10.

Enter <Y> if thisremark gpplies. Thisremark applieswhen a
temporary Form 201 (MPRJ) is used to prepare a DD Form 214 and
separate a soldier.  This remark could be pre-populated if any
“Missng/Incomplete’ fidd hasavdue of <Y>.

Enter <Y> if this remark gpplies This remark will pre-populate if the
previous remark is sdected. This remark aso applies if a soldier is
separated on an INCOMPLETE record. You must select <Y> in this
case.

Enter <Y> if this remark applies. This remark agpplies when an
enligment or reenlisgment bonus was pad. If information is available,
enter bonus type code, or press <F2> for choices.

Enter amount pad, if avallable.
Enter date, if available.
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Retained in Savice

From:
To:

For the convenience of the
Government PER:

Savicein SWA:

From:

To:

Enter <Y> if thisremark gpplies. This remark applies when a soldier is
retained beyond the date of expiration of term of sarvice (ETS). The
term “Retained in sarvicg’ means the continuance from the current
period of service beyond the contractual ETS date. The number of
days will be cadculated using the FROM and TO dates as entered. The
fidd containing the number of daysis protected.

Enter the date following the contractual ETS date.

Enter the date of separation. This date may be verified by the
separation Order.

Enter the authority for retention, such as AR 635-200.

Enter <Y> if this remark applies. This remark applies when a soldier
sarved in Southwest Adia, and contiguous waters or airspace there
over. These aress are: the Persan Gulf; Red Sea; Gulf of Oman; Gulf
of Aden; portion of the Arabian Sea that lies north of 10° North
Latitude and west of 68° Longitude as well as the total land areas of
Irag, Kuwait, Saudi Arabia, Oman, Bahrain, and Qatar. Members who
sarved in lsradl, Egypt, Turkey, Syria, Jordan (including the airspace
and territorid waters), are d so consdered as service in SWA.

Enter the date of first day of tour. This date can be validated by
Orders, DA Form 21, and the ORB. If these documents are not
available, finance records may be used to obtain the date (day that
hostile pay began).

Enter the date of fina day of tour. This date can be vaidated by
Orders, DA Form 21, and the ORB. If these documents are not
available, finance records may be used to obtain the date (hogtile pay
ended).

Press <F3> to commit work or <F6> to cancel. Pressing <F8/F4> will take you to the previous page
if you wish to make any changes in Page 1 of DD Form 214 remarks information. Pressng <F3> will
display Page 3 of DD Form 214 Remarks Information.

85H: 200990999 I'II'IE: ﬂﬂ !]HIMI]ES AAKK: 3FLC

FCHAAKE (COMTIMUED >
W1, DISMB SEU. READJ, SCP AW, SEU. SSB: STU  AMOLAT: 156305430
EHE ST PAT RHOUKT

HP.
Ko
HA.

0. 1TEH 150 R8s IJES [l EDN.IHT FI:I'G m-wn. AR-T8

WEEMEHD TRAIHIMG THIS SOLOIER WAT BAUE ACTONPLEISEID PAIOA
T0 DATE ERTERED W ITEH 128,

THDEUIDUAL COHPLETED PERIOD FOR UHICH OADEAED TD ACTIVE
OUTY FOR PURPOSE OF POST SERUICE BEMEFITS AHD ERTITLEHERTS
RETEMTIOH SUTHORIZED FOR DAFS: FROY: T
A5 ESSEHTIGL TO RaTIOWAL SECURITY, 18 USC

ORCEAED TO ACTIVE OUTY 1M BUSPOAT oF

00 Forn 214 Remarks r|f:|r'r:|t||:'1 (Page 3 of B)

AL @ ust

F3 + SPUE Lo commil work: FE-T4 = PREURAGE; F5 = CAREL

Edd
SSN:

Name:
Rank:

DISAB SEV, READJ,
SEP PAY,SEV,SSB:

I
The soldier’s SSN is populated from the database.

The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter <Y> if thisremark gpplies. Thisremark
goplies when a soldier receives disability severance, readjustment,
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Amount:

VSl Pay Amount:

For:

Iltem 12D Above:

Individud completed
period for which ordered to
Active Duty:

Retention Authorized for:

From:
To:

As essential to Nationa
security, 10 USC:

Ordered to Active Duty
in Support of:

IAW 10 USC:

severance, separation, or specia separation benefit payment. Enter
appropriate code for type of bonus or press <F2> for choices. Type of
payment can be verified by the separation Order.

Enter amount of benefit payment received. Amount of benefit payment
is established by the Finance and Accounting Office (FAO).

Enter <Y> if this remark gpplies. This remark gpplies when soldier
receives Voluntary Separation Incentive benefit payment. Enter amount
of benefit payment received, this can be verified by the separation
Order.

Enter the number of years benefit payment will be paid. Thisinformation
can be obtained from the separation Order.

Enter <Y> if this remark applies. This remark applies when a soldier
had previous active duty in the ARNG or USAR and information may
not be documented on previous Orders, such as weekend training.

Enter <Y> if thisremark gpplies. Thisremark applies when the

soldier was ordered to active duty specificdly for duty in support

of a particular operation or military campaign; this satement will goply
to al personnd who served in SWA, or who may serve in future
operaion. This remark is important for future benefits or awards which
may be approved by HQDA.

Enter <Y> if thisremark gpplies. Thisremark goplies when asoldier is
retained beyond the date of ETS, for nationd security purposes.
(Retained in sarvice is the continuance from the current period of
service beyond the contractud ETS date). The number of dayswill be
cdculated usng the FROM and TO dates as entered. The fidd
containing the number of daysis protected.

Enter the date following the contractual ETS dete.

Enter the date of separation. This date ordinarily would be the date
directed by the Secretary of the Army, soldier generdly will be
separated on sdf- terminating orders.

Enter USC code, as stipulated on the orders to active duty.

Enter <Y> if thisremark gpplies. Thisremark applieswhen a

soldier is ordered to active duty in support of a particular operation or
military campaign. Enter the gppropriate name for the campaign. This
may be obtained from the orders to active duty, or may be determined
by the Secretary of the Army.

Enter USC code, as tipulated on the order to active duty.

Press <F3> to commit work or <F6> to cancel. Pressing <F8/F4> will take you to the previous page
if you wish to make any changes in Page 2 of DD Form 214 remarks information. Pressng <F3> will
display Page 4 of DD Form 214 Remarks Information.
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§5H: 339939339 HAME: GREAT OUTOOORS RAHK: SFC
AEMARKS CCORTIHUED]
H 51. BLOCK1: OTHER HAHE-S OF RECORD:

H 5&. OTHER DATE-~S OF BIATH OF RECORD:
H 53. OTHER 55H-5 OF RECORD:
H T. EXCESS LERVE DATS: FROM:

T0:
CCREDITRBLE FOR ALL PURPOSES EXCEPT PR'I' FIHI:I ALLOMAKCES »
H U, BLOCK 12C, USHA CRADET FROM:
¢SERVICE HOT MEUITHBLE FOR AHY PLIEFIHE IH COHHISSIOHED OFFICER STATUS)
H U. PRISOHER OF UAR FROH
LOCATION:
H Wl. BLOCK 25:
H WEZ. AHEHDED BY: ORDERZ HUHBER DATED

F3 = SAUE to conmit work; F8-F4 = PREUPAGE; F& = CANCEL

nter ‘¥’ or ‘H':

Edd
SSN:

Name:
Rank:

Blockl: Other Name/s
of Record:

Other Date/s of Birth
of Record:

Other SSN/s of Record:

Excess Leave

00 Form 214 Remarks Information (Page 4 of 63
& CHAHGIHG RECODROD =

ORDERS HUHBER _ DATED

F2 = CHOICES

Desrription

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter <Y> if thisremark applies. Enter the name or names as

appears in DD Form 1966/6 or in DA Form 4187 or in previous DD
Form 214 or in any other place in soldier’ s record where name appears
in any other form than as entered on the initid DD Form 4/1 (Enlistment
Contract). In most cases, this remark would gpply to soldiers who have
married and completed officia name changes. If more than four name
changes, you will need to use free form.

Enter <Y> if thisremark applies. Enter date/s of birth as

gppears on any other form than as entered on the initid DD Form 4/1
(Enlistment Contract). Other dates of birth may be noted on previous
DD Form 214, DA Form 428 (Application for ID Card), or DD Form
1966/5 item 45. If more than two dates of birth, user will need to use
freeform.

Enter <Y> if thisremark applies. Enter SSN/s as appears on any other
form than as entered on the initid DD Form 4/1 (Enlisgment Contract).
Other SSN/s may be noted on previous DD Form 214 or DA Form
428 (Application for ID Card), or DD Form 1966/5 item 45. If more
than two SSNs, you need to use free-form.

Enter <Y> if this remark gpplies. This remark applies when a soldier
does not have accrued leave for which he can be paid. Most often this
occurs in cases of soldiers who are awaiting appellate reviews for other
than honorable discharges, soldiers separated under hardship condi-
tiors, and soldiers separated for medical reasons. The days may be
entered by you and mugt be in full or hdf-day increments (e.g., 12, 4.5,
5.0); otherwise they will be caculated based on the FROM and TO
dates. If you do not enter the days in the correct brmat, then the

following warning message will appesr.
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UARHIHG - HUHBER OF DAYS EARADR

The vwalue entered does mot conform to standards.
The value needs to be in either full or half-day incremenkts.

Use sither ".B" or '.5" for the decimal wvalus,

RETURH to continue

From:

To:

Block 12C, USMA Cadet:

From:
To:

Prisoner of War:

From:

To:

Location:

Block 25:

Orders Number:

Dated:
Amended by:

Orders Number:

Dated:

Enter date on which unpaid excess leave began. Beginning date may be
obtained from DA 4187 (Personnd Action), and/or DA Form 31
(Request for Leave), or memorandum.

Enter date on which unpaid excess leave ends. Ending date will be the
separation date and will be obtained from the separation order. After
you enter the dates, the system shows the following message.

EXCESS LEAVE DAYS ENTERED-CALCULATED DIFFERENT

The number of Excess Leave Days entered differs by more than one-half day
from the numbher of Excess Leave Days calculated from the date range

entered. If the user-entered value is correct, press ‘e’ or 'E’ to keep
the entered value and then correct the date range (if necessary). If the
calculated value is correct, press any other key to continue.

Enter <Y> if this remark gpplies. This remark gpplies when a soldier
served in the United States Military Academy as a cadet. Information
will be verified either by an Order or by DA Form 2-1.

Enter date soldier began cadet duty.

Enter the date soldier completed, or was released from cadet duty, or
Separation date.

Enter <Y> if this remark gpplies. This remark applies if a soldier has
been in POW datus, whether or not digible for avard of the POW
medd.

Enter the date of capture. This information may be obtained from DA
Form 2-1 item 35, for enlisted soldiers and the ORB for Officers.

Enter the date of release from captivity. This information may be
obtained from DA Form 2-1 item 35, for enlisted soldiers and the ORB
for Officers.

Enter the Country where the soldier was held captive. This information
may be obtained from DA Form 2-1 item 35, for enlisted soldiers and
the ORB for Officers.

Enter <Y> if this remark gpplies. This remark gpplies when soldier is
separated on sdlf-terminating orders, such as USAR/ARNG soldiers
who are ordered to active duty for training.

Enter the orders number from the order to active duty.
Enter the date from the order to active duty.

Enter <Y> if thisremark gpplies. Thisremark appliesif the basic order
to active duty has been amended. |f more than one amendment, user
will need to use free form.

Enter the orders number from the order to active duty.
Enter the date from the order to active duty.
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Press <F3> to commit work or <F6> to cancd. Pressng <F8/F4> takes you to the previous page if
you wish to make any changes in Page 3 of DD Form 214 remarks information. Pressng <F3> will
display Page 5 of DD Form 214 Remarks Information.

F3 =

55H: 999999999
REHARKS (CONTIHUED)

X. HEHBER HAS

Y. SERVICE IN SOHALIA FROH: TO:

DD Form 214 Bemarks Information (Page 5 of G)

# CHANGING RECORD #*
NAHE: GREAT OUTDOORS

COHPLETED FIRST FULL TERH OF SERUVICE.

FROHN: TO:
FRON: TO:

H 2. HOT ELIGIBLE FOR SEPARATION PAY; SIGHED DECLINATION FOR CONTIHUED
SERVICE, DA FORH 4991-R.

AA. HEHMBER IS ENTITLED TO INUOLUHTARY SEPARATION PAY.

SAVE to commit work; F8-F4 = PREUPAGE; F6 = CANCEL

This screen displays information required by HQDA, for which a separate block is not available and for
completing entries that are too long for their blocks (i.e. continuations). Y ou have the option to sdlect a
remark or to create free-form remarksif the avallable remarks are not suitable.

Hdd

SSN:

Name:

Rank:

Member has/has not

completed firgt full
term of sarvice:

Sarvicein Somdia

From:

To:

Not digible for separation
pay; sgned declination for
continued service,

DA Form 4991-R:

-
The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter <Y> if thisremark applies.

Enter <Y> if this remark applies. This remark gpplies when a soldier
served in Somdia

Enter the date of first day of tour. This date can be vaidated by
Orders, DA Form 2-1 and the ORB. If these documents are not
available, finance records may be used to obtain the date (day that
hostile pay began).

Enter the date of fina day of tour. This date can be vaidated by
Orders, DA Form 2-1 and the ORB.

Enter <Y> if thisremark gpplies.

Pressng <F3> will display Page 6 of DD Form 214 Remarks Information.
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00 Form 214 Renarks Information (Page 6 of &)

+ CHAHGIHG RECORD +
S5H: 999999999 HAHE: GRERT DUTOOORS

H FREE FORH.

= SAVE to commit work; FB-F1 = PRINT WORKSHEET;
= PREUPAGE: FB&-F5 = PGOH; F8-F6 = POUF: F& = CANCEL

"H": F& = CHDICES
EHdd Description
SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
Free Form: Enter <Y> if this remark applies. Free Form agpplies to any additiona

remarks, which may not have been listed as choices. You should use
“II" to separate each item of Free Form such as Other DOB of record
1967/01/01//Other SSN of record 123456789. Should Free Form
information apply to a specific block of information on the DD Form
214, the Free Form remark should begin: ‘Block XX”: where XX=
Block Number from the DD Form 214.

Press <F3> to commit work or <F6> to cancel. Pressng <F8/F4> will take you to the previous page.
Pressing <F8/F1> will take you to printer destination screen. Enter the number of copies, printer class,
and the printer dedtination for printing the trangtion/retirement documents.  After entering the
information, press <F3> to print the document or <F6> to cancdl.

5.3.1.11 Print DD Form 214 or Worksheset.

When you sdect this option from the “DD Form 214 Information Menu,” the following sub-menu
appears.

Print DD Form 214 or Worksheet
>1. Print DD Form 214

2. Print UWorksheet

3. Print Blank Uorksheet

99. Return to Haster Henu

Figure 5.3-15. Print DD Form 214 or Worksheet

5.3.1.12 Print DD Form 214.

Sdection of this menu from the “Print DD Form 214 or Worksheet Menu” will alow you to print the
DD Form 214. Sdection of this option from the “Print DD Form 214 or Worksheet Menu” will display
the following screen.

DD Form 214 Soldier Signature Selection
>SOLDIER WILL SIGH

SOLDIER REFUSED TO SIGH
SOLDIER NHOT AUVAILABLE TO SIGH

Figure5.3-16. Print DD Form 214
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This screen will enable you to sdlect how the soldier’ s signature block will gppear on the DD Form 214.

7 Sdlection of “SOLDIER WILL SIGN” will leave the signature block blank.

??  Selection of “SOLDIER REFUSED TO SIGN” will populate the signature block with the text
“SOLDIER REFUSED TO SIGN.”

??  Sdection of “SOLDIER NOT AVAILABLE TO SIGN” will populate the signature block with
the text “SOLDIER NOT AVAILABLE TO SIGN.”

Highlighting your sdection and pressing <Enter> will produce the following screen.

D0 Form 214 Signature Block Browse Henu
>1 LTC HATASHA FATALE
2 HULL TEST

Highlight the sgnature block you wish to sdect and press <Enter>. This will digolay the following
screen.

Select Document Printers

Printer for Laser-Printed Forms:
Printer Hame: laser

How do you want the DD Form 214 to be printed? LAS

Draft Printer Humber One:
Printer Hame: H-A

Draft Printer Humbher Two:
Printer Hame: H-A

Printer for Continuation Pages-Uariance:
Printer Class: H-sA
Printer Hame: H-A

SAVE to continue; F6 = CAHCEL to abort

This form dlows vou to sdect the printer name and printer class. Enter the printer name and printer
class. Pressing <F3> will print the worksheet or <F6> will cancd the printing operation. In case there
is no signature block in the database, then an error message will appear.

5.3.1.13 Print Workshest.

When you sdlect this option from the “Print DD Form 214 or Worksheet Menu,” the printer select
screen will appear.

Print Destination (v. 2.82)
Humber of Copies: 81

Printer Class: LASER PRINTER
Printer Hame: laser

F3 = S5AVUE to print; F6 = CANCEL

Figure5.3-17. Print Worksheset

Enter the number of copies, printer class, and the printer destination for printing the trangition/retirement
documents. After entering the information, press <F3> to print the worksheet or <F6> to cancdl.

5.3.1.14 Print Blank Workshest.

When you sdlect this option from the “Print DD Form 214 or Worksheet Menu,” the printer select
screen will appear.
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Print Destination (v. 2.82)

Number of Copies: B1

Printer Class: LASER PRINTER
Printer Hame: laser

F3 = SAVE to print; F6 = CANCEL

Figure5.3-18. Print Blank Worksheet

Enter the number of copies, printer class, and the printer destination for printing the trangtion/retirement
documents. After entering the information, press <F3> to print the worksheet or <F6> to cancdl.

5.3.1.15 Service Time Workshest.

This worksheet is used to compute the length of service information needed by various forms to update
asoldier’srecord of service. Refer to Section 5.3.1.7 for more detailsin entering the fields.

5.3.1.16 DA Form 31 Information.

This form is used to collect information needed to generate a Request and Authority for Leave. When

you sdect this option from the “ Trangtion Menu,” the following screen will gppear.

DA Form 31 Information
*
S5H: 999999999 HName: EHLISTED GUY Rank: PU1l

Transition Leave From: To:
Permissive TDY From: Tao:

Excess Leave From:

Number of Days Accrued Leave:

To:

Humber of Days Advanced Leave:

Name:

APPROVING AUTHORITY: Rank: __

Title:

Street:

TRANSITION LERVE ADDRESS: Same as: __

City:

State: __  Foreign State:

APO-FPO: _
Country: _
Phone Number:

Gateway Area Code: __ ZIP Code:
Foreign Postal Code:

Figure5.3-19. DA Form 31 Information

This screen dlows you to record the soldier’ s trangtion/excess leave.

The soldier’ s name is populated from the database.

EHdd Description

SSN: Enter the soldier’s SSN.
Name:

Rank:

Trangtion Leave From:

Trangtion Leave To:

Permissve TDY From:

Permissve TDY To:
Excess Leave From:
ExcessLeave To:

Number of Days
Accrued Leave

The soldier’ srank is populated from the database.
Enter the date that the soldier’ s trangition leave began.
Enter the date that the soldier’ s trangition leave ended.
Enter the date that the soldier’s permissive TDY began.
Enter the date that the soldier’s permissve TDY ends.
Enter the date that the soldier’ s excess leave has began.
Enter the date that the soldier’ s excess leave ends.

Enter the number of leave days that the soldier has accrued.
Note: The soldier’s accrued leave and advanced leave must equa the
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number of dayswithin the Trangition Leave date range.

Number of Days Enter the number of days of advanced leave is permitted.

Advanced Leave: Note: The soldier's accrued leave (above) and advanced leave must
equa the number of dayswithin the Trangtion Leave date range.

Approving Authority: Enter the name, rank, and component of the authenticating soldier.

" d

Sameas. Allows you to sdect and populate the address fidds with a saved
address. Press <F2> for choices.

Street: Enter the street number and name of the street if not populated.

City: Enter the name of the city if not populated.

State: Enter the state code or press <F2> for choices.

APO/FPO: Enter APO or FPO, or press <F2> for choices.

Gateway Area Code: Enter the gateway area code, or press <F2> for choices.

ZIP Code: Enter a5-digit or 9-digit ZIP code.

Country: Enter the country code or press <F2> for choices.

Foreign Postal Code: Enter aforeign posta code.

Phone Number: Enter the soldier's telephone number. Exampless For CONUS,

Alaska, or Hawaii, enter the area code and telephone number like
(999) 555-1212. For OCONUS, enter the international code, the
country code, and telephone number like 011-44-191292.

5.3.1.17 Soldier Address|Information.

Use this address information to view or edit the various addresses of a soldier without having to page
through any other forms. When you sdect this option from the “Trangition Menu,” the following screen

will appear.

S5HM: 999999999

Soldier Address Information

Hame: EHLISTED GUY

F3 = SAVE to continue; F8/F3 = Auto Paging; F6 = CANCEL

Fgure 5.3-20. Soldier Address Information

This screen lets you identify the soldier for whom, you wish to add or change, one or more of the
addresses. Y ou have the ability to “page’ through each of the address forms without having to return to
the Address Menu. Enter the SSN of the soldier and press <F3>. This takes you to the “Address
Menu” as shown.

Soldier Address Information Henu
Correspondence Address
Current RAddress
Home Of Record RAddress
Hearest Relative Address
Residence Address
Separation- Retirement Address

. Transition Leave Address
. Return to Haster Henu

Figure5.3-21. Address Menu
5.3.1.18 Correspondence Address.

This item lets you record the address to which dl of the soldier’s correspondence is sent. Selection of
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this option from the “ Address Menu” will present the following screen.

Correspondence Address
* _ADDING RECORD =
SSH: 999999999 Hame: EHLISTED GUY

Same as: __

Strest:
City: State:

Foreign State:

APO-FPD: __  Gateway Area Code: _  ZIP Code:
Country: __  Foreign Postal Code:
Phone Humber:

Copy to:

F3 = SAVE to commit work; F6 = CANCEL

Fgure5.3-22. Correspondence Address

Eedd Description

SSN: The soldier’s SSN is populated from the database.

Name: The soldier’ s name is populated from the database.

Rank: The soldier’ srank is populated from the database.

Sameas. Allows you to sdect and populate the address fields with a saved
address. Press <F2> for choices.

Street: Enter the number and name of the street if not populated.

City: Enter the name of the city if not populated.

State: Enter the state code or press <F2> for choices.

APO/FPO: Enter APO or FPO, or press <F2> for choices.

Gateway Area Code: Enter the gateway area code, or press <F2> for choices.

ZIP Code: Enter a5-digit or 9-digit ZIP code.

Country: Enter the country code or press <F2> for choices.

Foreign Postal Code: Enter aforeign postal code.

Phone Number: Enter the soldier’ s telephone number.

Copy to: Allows you to copy the correspondence address to one or more of the

5.3.1.19 Current Address.

addresses.

Sdect this option from the “ Address Menu” to display the following screen. This screen lets you record

the soldier’ s current address.
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Current Address
+ _ADDING RECORD =
S5H: 999999999 Hame: EHLISTED GUY Rank: PUL

Same as: __

Street:
City: State: _ Foreign State:

APD/FPD: _  Gateway Area Code: __  ZIP Code: =
Country: __ Foreign Postal Code:
Phone Humber:

Copy to:

F3 = SAVE to commit work; F6 = CANCEL

Figure 5.3-23. Current Address

The fidld descriptions are smilar to the correspondence address in the “Address Menu.” Press <F3>
to commit work or <F6> to cancel the operation.

5.3.1.20 Home of Record Address.

Sdect this option from the “ Address Menu” to display the following screen. This screen lets you record
the address of the soldier’ s home of record.

Home of Record Rddress

State: = Foreign State:
__ Gateway Area Code: _ ZIP Code:
_ Foreign Fostal Code:

Phone Humber:

Cepy to:

F3 = SAUE to commit work: F& = CAHCEL

Fgure5.3-24. Home of Record Address

The field descriptions are smilar to the correspondence address in the “ Address Menu.” Press <F3>
to commit work or <F6> to cancel the operation.

5.3.1.21 Nearest Relative Address.

Sdect this option from the “ Address Menu” to digplay the following screen. This screen lets you record
the address of the soldier’ s nearest relative.

Hearest Relative Address
_ADD|HG RECORD

™
3H: 999999999 Home: EHLISTED GUY

Skate: = Foreign State:
Gateuay Area Code: __  ZIP Code:
Foreign Postal Code:

Phone Humber:

Copy tao:

F3 = SAVE to commit work: F6 = CAHCEL

Figure 5.3-25. Nearest Rdlative Address

The field descriptions are smilar to the correspondence address in the “ Address Menu.” Press <F3>
to commit work or <F6> to cancel the operation.
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5.3.1.22 Residence Address.

Sdect this option from the “ Address Menu” to display the following screen. This screen lets you record
the soldier’ s residence address.

Residence Address

SEH: 9999999598 Hame: Eﬂ;lﬁl;ﬂ Gy

Same as:

State: _ Foreian State:

__ Gateway Area Code: __  ZIP Code: -
__ Forelgn Postal Code:
Phone Humber:

Copy to: _

F3 = SAVE to commit work; FE = CAHCEL

Figure 5.3-26. Residence Address

The field decriptions are smilar to the correspondence address in the “ Address Menu.” Press <F3>
to commit work or <F6> to cancel the operation.

5.3.1.23 Separation/Retirement Address.

Sdect this option from the “ Address Menu” to display the following screen. This screen lets you record
the soldier’ s separation/retirement address.

SeparationsAetirement RAddress

S5tate: UA Foreign State:
___ Gateway Hrea Code; __  ZIP Code; ZBBBB-BHAL

f . U5 Fnr-ign Postal Code:
| Fhane Humber: —£¥5-

Copy to:

F3 = SAVE to commit work; F6 = CAHCEL

Figure 5.3-27. Separation/Retirement Address

The field descriptions are smilar to the correspondence address in the “ Address Menu.” Press <F3>
to commit work or <F6> to cancel the operation.

5.3.1.24 Transtion Leave Address.

Sdect this option from the “ Address Menu” to display the following screen. This screen lets you record
the soldier’ stransition leave address.
Transition Leave Address

# CHANGING RECORD #*
S5NH: 999999999 HName: EHLISTED GUY Rank: PU1

Same as: __

Street: MY DOT
City: HY CITY State: UA Foreign State:
APOD-FPO: _ Gateway Area Code: __  ZIP Code: 21B888-B888

Country: US Foreign Postal Code:
Phone Humber:

Copy to:

F3 = SAVE to commit work; F6 = CANCEL

Fgure 5.3-28. Trangtion Leave Address
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The field descriptions are smilar to the correspondence address in the “ Address Menu.” Press <F3>
to commit work or <F6> to cancel the operation.

5.3.1.25 Transgtion Information.

Use this information to provide information on various reports. When you sdect this option from the
“Trandtion Menu,” the following screen appears.
Transition Information

E
55H: 999999999 Hame: EHLISTED GUY Rank: PUL

Final Separation Processing Date:
Date Attended Pre-Separation Briefing:
Date Attended Army Career and Alumni Program Briefing:

Early Release Program:
Incentive Program Type:
Involuntary Incentive Separation Pay:

F3 = SAVE to commit work; F6 = CANCEL

Figure 5.3-29. Trangtion Information

EHdd Description

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.

Rark: The soldier’ srank is populated from the database.

Early Release Program: Enter the early release program if known or press <F2> for choices and
sdect onefromiit.

Incentive Program Type: Enter the incentive program type if known or press <F2> for choices
and select onefromit.

Involuntary Incentive Press <F2> for choices.

Separation Pay:

Press <F3> to commit work or <F6> to cancdl.
5.3.1.26 ASVAB/PULHES Information.

This information is used to initiate, update, and/or delete ASVAB and AFQT/WST scores, as well as
PULHES data. When you sdlect this option from the “ Trangtion Menu,” the following screen appears.
ASUAB-PULHES Information

* *
§5N: 999999999 Hame: EHLISTED GUY Rank: PU1

SCORES

AFOT/UST

PULHES:

F3 = SAVE to commit work; F6 = CANCEL

Fgure5.3-30. ASVAB/PULHES Information
Enter the SSN of the soldier and update the scores. Press <F3> to commit work.
5.3.1.27 Batch Update Pre-Separation Briefing Attendance.

This is used to batch update multiple soldier records with the date the soldiers attended their
pre-separation briefing. When you seect this option from the “Trangtion Menu,” the following screen
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appears.

Update Pre-Sep Briefing Attendance

Batch
Date of Briefing:

S5H: Hame: Rank :
S5H: Hame: Rank :
S5H: Hame: Rank :
S5H: Hame: Rank:
S5H: Hame: Rank:
S5N: Hame: Rank :
S5N: NHame: Rank :
S5N: Hame: Rank:
Hame: Rank:
Name: Rank:
Name: Rank:
S5N: Name: Rank :
S5N: Name: Rank :
S5H: Hame: Rank:
S5H: Hame: Rank:
F3 = SAVE to commit work; F8-F1 = PRINT;
F8-F3 = BOTTOH; F8-FS = PGDH; F8-F6 = PGUP; F6 = CAHCEL

SSH:
SSH:
SSH:

Figure 5.3-31. Batch Update Pre- Separation Briefing Attendance

This screen lets you enter the soldiers who attended their pre-separation briefing on the date specified.
Y ou can produce a rogter that lists the SSN, Name, and Rank of each attendee. Information you enter
on this form updates the “ Date Attended Pre- Separation Briefing” in the database.

Hedd Description
Date of Briefing: Enter date of pre-separation briefing for which you want to update

attendance. If data dready exigs for a briefing date, it will populate the
form when cursor isout of thisfield.

SSN: Enter the soldier’s SSN. If a SSN that is not in the database is entered,
awarning message will appesr.

Name: Soldier’ s nameis populated from the database.

Rank: Soldier’ srank is populated from the database.

Enter the information that you wish to update and press <F3> to commit work or <F6> to cancdl.
Pressng <F8/F1> will take you to Printer Select screen. Enter the number of copies, printer class, and
the printer destination for printing the trangtion/retirement documents. Press <F3> to print or <F6> to
cancel.

5.3.1.28 Disposition of Records (DA Form 200).

Use this form to prepare the Transmittal Record (DA Form 200) and perform other records disposition
functions. Sdlection of this option from the “Trangtion Menu” will display the following screen.

Disposition of Records Henu
Prepare Transmittal
Print Hailing Labels Henu
Ouery~Retrieve Soldier Shipment Record
Ouery~Hodify Transmittal Information

Report of Records Hot Sent
. Print Blank DA Form 288
. Return to Haster Henu

Figure 5.3-32. Disposition of Records Menu
5.3.1.29 Prepare Trangmittal.

This screen will alow criteria to be entered, for a query of the database for the transmitta of soldierson
a DA Form 200. A ‘No Query’ option is available for direct accessto a DA Form 200 for individua
additions to unique or smal trangmittals. Sdlect this option from the “Digpostion of Records Menu,” to
display the following screen.
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Prepare Transmittal

Types/Destination of Transmittal:

Separation Date Range:
From: To:

F8-F1 = OUERY; F3 = SAVE to continue; F6 = CANHCEL

Figure 5.3-33. Prepare Tranamittal

Use this screen to determine type/destination of atransmittal and, optionaly, a separation date range for
the automatic generation of aroster.

Edd Description
Type of Trangmittd: Enter the type of tranamittal or press <F2> for choices. An entry must
be made in thisfield before you are permitted to exit the form.

Type of Transmittal

PERSCOH <OFFICERS»
»HPAJ TO EREC CEMLISTED)
HPR.J TO OTHER
HPRJ TO ARHG STATE RG
HEDICAL RECORDS TO UR SERUVICE HEDICAL RECORDS CEHTER
HEDICAL RECORODS TO UR REGIOHAL ABFFICE {CLAIHY
HEDICAL RECORDS TO GAIHIHG TRODP PROGRAAH UNIT (RESERVE~-HATIOHAL GUARDM
00 FORKM 214 (COPY 32 TO WA
00 FORH 214 (COPY 5> TO DEPARTHEHT OF LABOR
00 FORK 214 (COPY 6> TO STATE DIRECTOR DOF UETERAH'S AFFRIRS

Separation Date Range From:  Enter beginning separation date.
Separation Date Range To:  Enter ending separation date.
Criteriafor Adding or Querying Soldier:

Note: Soldiers who are transmitted will be marked as sent for that particular tranamitta type. If
queried, the soldiers separation date will have to fal within the specified date range. If not, the
following error message will appear.
ERROR - HO SOLDIERS FOUHD
There were not any soldiers found who had a Separation Date within the

specified range and who met all of the criteria for the Type of
Transmittal selected. (Selection criteria are described on pages 3-5 of

the ‘Prepare Transmittal’ HELP screen.)

RETURH to continue

Press <Enter> to continue.

MPRJ Officers PERSCOM:  All officers and warrant officers.

MPRJ Enlisted EREC: All enlisted soldiers who are not assigned to a Troop Program Unit.

MPRJto Other: If queried, dl enlisted soldiers who are assigned to a Troop Program
Unit will be rostered. However, if adding a soldier to a rogter, any
soldier can be added.

MPRJARNG State AG: If queried, dl soldiers who have ARNG OF STATE will be pulled. If

no query route is selected, a browse menu of states will be produced
for you to choose the states wanted, for the DA Form 200 to be sent.

Hedlth Records VA Regiona  All soldiers who need to have their hedlth records sent to the
Office-Compensation Clam:  Regiond VA.
Hedth Records VA Service  All soldiers who need to have their hedlth records sent to the Central
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Medica Records Center: VA.

Health Records Troop All soldiers who need to have their health records sent to their Unit.
Program Units:

DD Form 214 All soldiers.

Department of VA:

DD Form 214 Department All soldiers.
of Labor(Copy 5):

DD Form 214 State All soldiers.
Director of VA:

Press <F3> to save the screen information and proceed to the DA Form 200 for individua additions to
the tranamittal sdlected. Press <F6> to return to the Digposition Menu without saving the information on
the screen. Pressing <F8/F1> will query the database for soldiers within specified criteria If query
does not provide any data (i.e., no soldiers found to match criteria), then abrowse menu is produced as
shown below for continuation of the function with ablank roster.

Transmittal Roster Brouse Henu
Hame SSH Rank Separation Date I
%+ AOD SOLDIER #%+

BROUH CHARLES HICHAEL BB88988989 LTC 2881.83-31
WATER TO DRIHK BBEB221111 2LT 28818181

Thisis aroster of the curent soldiers queried for this transmittal type and/or destination. If you select
“ADD RECORD,” then the following screen will appear.

Add Soldier To Transmittal

Hame:

F3 = SAVE to commit work; F6 = CAHCEL

Enter the SSN of the soldier and press <F3> to commit work. This will take you to DA Form 200
Information.

OA Form 288 Information
Destination: PERSCOH
Shipped To: COHHAKDER. PERSCOH
T

HBTTH; TRAPC - HSR
Street Address: 288 STOUALL STREET
City: ALEXAHORIA State: UA ZIP: 2E332=1340
Security Classification: UHCLASSIFIED Shipment Humber: S88317-H1
Shipment Date: 1998-83-17
Authority for Shipment:

Person to Contact:
Telephaone: Telephone System:
Shipped From:

Street Address:
City: State: ZIP: =

Type of Hedia Transmitted: _
Humber of Records per Box: _ Hethod of Shipment:

FB~F3 = OUEAY ROSTER; F3 = SAUE to commit work; FGE = CAHCEL

This screen displays information regarding shipment and didtribution of records.  If MPRJ ARNG
STATE AG or STATE DIRECTOR OF VETERANS AFFAIRS is sdlected, you may be required to enter
gppropriate shipment information as the address may vary.

EHdd Description

Dedtination: Pre-populated and protected based upon choice on Type/ Destination
of Trangmitta.

Shipped To: Pre-populated based on choice on Type/Dedtination of Trangmittal.
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Street Address:
City:

State:

Zip:

Security Classfication:

Shipment Number:

Shipment Date;
Authority for Shipment:
Person to Contact:
Telephone:

Telephone System:

Type of Media Transmitted:

Number of Records per box:

Method of Shipment:

Thisinformation can be overwritten for unique shipments.
Pre-populated based on choice on Type/Degtination of Transmittdl.
Thisinformation can be overwritten for unique shipments.
Pre-populated based on choice on Type/Dedtination of Transmittal.
Thisinformation can be overwritten for unique shipments.
Pre-populated based on choice on Type/Dedtination of Transmittal.
Thisinformation can be overwritten for unique shipments.
Pre-populated based on choice on Type/Dedtination of Transmittal.
Thisinformation can be overwritten for unique shipments.

Enter security classfication or press <F2> for choices. Thisfidd will be
pre-populated with “UNCLASSIFIED” but can be overwritten.

Classification Henu
UHCLASSIFIED

>CLASSIFIED

SECRET
TOP SECRET

Enter shipment number. This field will be pre-populated with today’s
date in the brm YYMMDD and next shipment number but can be
over-written.

This date will pre-populate with ether today’s date, ending query date
or latest separation date of added soldiers but can be over-written.

This fidd will be pre-populated with lagt Authority used but can be
over-written.

This fidd will be pre-populated with last person but can be
over-written.

This fidld will be pre-populated with last telephone number but can be
over-written.

This fidd will be pre-populated with last telephone System but can be
over-written. Press <F2> for choices.

Enter the type of media transmitted or press <F2> for choices.

Hedia Transmitted Henu
CASSETTES

>FICHE
HARD COPY

MICROFILH
PHOTOD

PUNCH CARDS
OTHER

Enter rumber of records per box. If more then one box is required for
shipment of records, then a DA Form 200 will print for each box with
unique information for each box.

Enter the method of shipment or press <F2> for choices.

Hethod of Shipment
COURIER

2EXPRESS HAIL

FIRST CLASS

PARCEL POST

REGISTERED
OTHER

After entering dl information, press <F3> to commit work or <F6> to cancel the operation. Pressing
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<F8/F3> will take you to the “ Query Roster Browse Menu.”

DA Form 288 Information
Ouery Roster Brouwse Henu
Hame 1 Rank Separation Datel

#4% AODD SOLDIER s+
BROUN CHARLES HICHAEL BB889868989 LTC 2881.83-31
UATER TO DRIHNK BEBz21111 2LT 28818181

If you select “ADD RECORD,” then the following screen will gppear.
Add Soldier To Transmittal

Hame:

F3 = SAVE to commit work: F6 = CAHCEL

Pressng <F3> twice will display the Print Destination screen.  Enter the number of copies, printer class,
and the printer destination for printing the trangition/retirement documents. Press <F3> to print or <F6>
to cancd.

5.3.1.30 Print Mailing Labels Menu.

This menu is for purpose of printing mailing labels for record shipment.  Ogptions include batch printing
labels for a specific location, printing labels by individuds SSN, and printing labels for individuds
separating under a specific SPD code. Unless manudly updated, the system will print a soldier’s
Separation/retirement address.

This menu permits the printing of ae or more mailing labels for a particular shipment number. The
destination address on the DA Form 200 will determine the mailing address. Select this option from the
“Digpogtion of Records Menu,” to digplay the following screen.

Print Hailing Labels Henu
Print Hailing Labels for Shipment
Batch Print HMailing Lahels for Shipment
Print Hailing Labels for Soldier - List

Print Hailing Labels for Soldier - Ouery
. Print Free-Form Mailing Labels
. Return to Haster Henu

Figure 5.3-34. Print Mailing Labels Menu
5.3.1.31 Print Mailing Labelsfor Shipment.

This option permits the printing of mailing labels for one or more shipments. The destination address on
the DA Form 200 will determine the mailing address. Sdlect this option from the “ Print Mailing Labels
Menu,” to display the following screen.

Print Hailing Labels for Shipment

Shipment Humbher:
Type of Label:

SAVE to commit work; F6 = CAHCEL|

Figure 5.3-35. Print Mailing Labdsfor Shipment

Hedd Description
Shipment Number: Enter shipment number or press <F2> for a multi-mark menu of dl
shipment numbers generated. An agppropriate number of shipment
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labels will print based on number of boxes adlocated to each shipment.

Shipment Humber Henu
988317-81

Type of Labd: Enter the type of labd or press <F2> for choices.

pe of Label
28 LABELS~SHEET, LABEL SIZE 1" " (HEIGHT X WIDTH)
14 LABELS~SHEET, LABEL SIZE 1.33" " (HEIGHT ¥ WIDTH)

AVERY 5165 1 LABEL~SHEET, LABEL SIZE 8.5" " C(HEIGHT X WIDTH>
PINFED 8 LABELS~SHEET, LABEL SIZE 1.33" " C(HEIGHT X WIDTH>

Press <F3> to commit or <F6> to cancd. Pressng <F3> will take you to print destination screen.
Enter the number of copies, printer class, and the printer destination for printing the trangition/retirement
documents. Press<F3> to print or <F6> to cancdl.

5.3.1.32 Batch Print Mailing Labelsfor Shipment.

This option lets you perform batch printing of generic labels for PERSCOM, EREC, VA Service Medica
Records Center, VA Regiond Office, the Department of Veterans Affairs, the Department of Labor,
and/or ARNG State AG Offices. The number of labes must be specified aswell as a Sate abbreviation
for ARNG State AG Offices. Sdect this option from the “Print Mailing Labels Menu,” to display the
following screen.

Batch Print Hailing Labels for Shipment
Type of Lahel:

Humber of Labels: For:
PERSCOH
EREC
UA Service Hedical Hecords Center
UA Regional Office
Department of Uetrans Affairs
Department of Labor
ARHG State AG Office of _

SAVE to commit work; F6 = CAHCEL

Figure 5.3-36. Batch Print Mailing Labesfor Shipment
This screen lets you sdect criteriafor the batch printing of mailing labels.
Eedd Description
Type of Labd: Enter the type of |abd or press <F2> for choices.

pe of Label for batch p .
AVERY 5161./.5261 28 LABELS~SHEET, LABEL SIZE 1" ¥ 4" (HEIGHT X WIDTH>
JAVERY 51625262 14 LABELS~SHEET, LABEL SIZE 1.33" X 4" (HEIGHT X WIDTH>

RAVERY 5165 1 LABEL~SHEET, LABEL SIZE 8.5" X 11" C(HEIGHT X WIDTH>
PINFED 8 LRABELS~SHEET, LABEL SIZE 1.33" X 4" C(HEIGHT X WIDTH>

No. of Labels. Enter the number of labes needed for each of the following
organizations. PERSCOM, EREC, VA Sevice Medicd Records
Center, VA Regiond Office, Depatment of Veterans Affairs
Department of Labor, and/or ARNG State AG Office.

ARNG State AG Officeof: ~ Enter ARNG state code or press <F2> for choices.

Press <F3> to commit or <F6> to cancd. Pressng <F3> will take you to print destination screen.
Enter the number of copies, printer class, and the printer destination for printing the trangtion/retirement
documents. Press <F3> to print or <F6> to cancdl.

5.3.1.33 Print Mailing Labelsfor Soldier —List.
Sdect this option from the “Print Mailing Labels Menu,” to digplay the following screen. This screen
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lets you enter individua soldiers for printing mailing labels. (This will be used for mailing documents

directly to the soldier (i.e., DD Form 214)).

Print Hailing Lahels for Soldier - List
AANK S5N

F3 = SAVE to commit work; F6 = CAHCEL

Figure 5.3-37. Print Mailing Labelsfor Soldier — Ligt

EHdd Description

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is popul ated from the database.
Rank: The soldier’ srank is populated from the database.

Press <F3> to commit work or <F6> to cancd. Pressing <F3> will take you to the following screen.

Lahel Formats
AVERY 51615261 28 LABELS~SHEET, LABEL SIZE 1" " (HEIGHT X WIDTH>
>AVERY 5162-5262 14 LABELS~SHEET, LABEL SIZE 1.33" " (HEIGHT X WIDTH>
AVERY 5165 1 LABEL/SHEET, LRBEL SIZE 8.5" " C(HEIGHT X WIDTH>
PINFED 8 LABELS~SHEET, LRBEL SIZE 1.33" " C(HEIGHT X WIDTH>

Highlight your sdection and press <Enter>. The following print destination screen will appear.
Print Destination (v. 2.82)
Humber of Copies: 81

Printer Class:
Printer Hame:

F3 = SAVUE to print; F6 = CAHCEL

Enter the number of copies, printer class, and the printer name. Press <F3> to print or <F6> to cancd.
5.3.1.34 Print Mailing Labelsfor Soldier — Query

Use this screen to ligt soldiers whose separation date is within the specified range and/or whose
Separation Program Designator (SPD) matches a specified vaue. A “NO QUERY” option is available
for direct access to the Add Menu. Individua soldiers may be added there. Sdlect this option from the

“Print Mailing Labds Menu,” to display the following screen.
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g Labels for Soldier - Quer

Separation Date:

To:

5PD:

F3 = SAUE to continue; F8/F1 = OUERY; FE& = CANCEL

Figure 5.3-38. Print Mailing Labesfor Soldier — Query

EHdd Description

Separation Date From: Enter beginning date of separetion.
Separation Date To: Enter ending date of separation.

SPD Code: Enter SPD Code or press <F2> for choices.

#*pFOUD< %
SPD Code

MR SELF-TERMINATING ORDERS
[ EJBK1 AR _635-288, CHAP 4 COHMPLETION OF REOUIRED ACTIVE SERVICE
EJBHI AR 635-268, PARA 16-6 INSUFFICIENT RETAINABILITY CECONORIC REASONS)
EJCC! AR 635-200, PARA 16-8 REDUCTION IN FORCE
EJCP1 AR 635-288, PARA 5-18 ALIEN
EJCRI AR 635-288, CHAP 18 WEIGHT CONTROL FAILURE
EJOARl AR 635-288, CHAP 7, SEC U FRAUDULENT ENTRY
EJOGI AR 635-288, PARA 5-8 PARENTHOOD
EJOKI AR 684-18 HILITARY PERSONNEL SECURITY PROGRAH
EJONI AR 635-208, PARA 5-9 LACK OF JURISDICTION
EJFBI AR 635-288, CHAP 7, SEC I1 UNDER AGE
EJFCI AR 635-288, CHAP 7, SEC 111 ERRONEOUS ENTRY
EJFF1 AR 635-288, PARA 5-3 SECRETARIAL AUTHORITY
EJFLI AR 635-48, PARA 4-24B(3) DISABILITY, SEVERANCE PAY
EJFHI AR 635-48, PARA 4-24BC4) DISABILITY, EXISTED PRIOR TO SERVICE, PEB
EJFP1 AR 635-48, PARA 4-24BC6) DISABILITY, NOT IN LINE OF DUTY

= HARK: RETURN to continue; F& = CANCEL

Press <F3> to continue or <F8/F1> to query or <F6> to cancel. Pressing <F8/F1> will take you to
the following screen.

Soldiers Hasling Brouss
Fo ] r Separat ion Oate

If you select “ADD RECORD,” then the following adding record screen will appesr.
Add Soldier For Hailing

Hame:

F3 = SAVE to commit work; F6 = CAHCEL

Enter the SSN, name, and rank of the soldier you wish to add to the mailing label. Press <F3> to
commit or <F6> to cancdl.

5.3.1.35 Print Free-Form Mailing L abels.

This option permits you to enter and print copies of mailing labels that do not exist in the database.
Sdect this option from the “ Print Mailing Labels Menu,” to display the following screen.
Label Formats

AUVERY 51615261 28 LABELS~SHEET, LABEL SIZE 1° " (HEIGHT X UIDTH)1
PAVERY 51625262 14 LABELS~SHEET, LABEL SIZE 1.33" " (HEIGHT X WIDTH)

AVERY 5165 1 LABEL~SHEET, LABEL SIZE &.5" " C(HEIGHT X WIDTH>
PINFED 8 LABELS~SHEET, LABEL SIZE 1.33" " (HEIGHT X WIDTH)
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Highlight your sdlection and press <Enter>. The following screen will appesr.

Print Free-Form Hailing
Type of Label: AUERY 5162-5262 Humber of Labels: _

Hailing Label Text:

SAUE to commit work; F6 = CANCEL

Figure 5.3-39. Print Free-Form Mailing Labdls
This screen lets you sdlect criteriafor the printing of free-form mailing labds.

Eedd Description

Type of Labd: This protected field displays the |abd type (e.g., “AVERY 5161/5261")
selected from the Label Formats menu.

Number of Labels: Enter the number of labelsto be printed.

Mailing Label Text: Enter the text for the mailing labdl.

Press <F3> to commit or <F6> to canced. Pressng <F3> will take you to print destination screen.

Enter the number of copies, printer class, and the printer destination for printing the trangition/retirement
documents. Press<F3> to print or <F6> to cancdl.

5.3.1.36 Query/Retrieve Soldier Shipment Record.

Use this option to verify soldier’s record shipment information and lets you retrieve a soldier’s record

from record shipment. Select this option from the “Dispostion of Records Menu,” to display the
following screen.

Query-Retrieve Soldier Shipment Record
Hame:

Transmittal Shipment Humber Shipment Date Recall

Records

214 (Copy 3D
214 (Copy 5>
214 (Copy 6)

F3 = SAVE to commit work; F6 = CANCEL

Figure 5.3-40. Query/Retrieve Soldier Shipment Record

Hedd Description

Shipment Number: Shipment number will populate if record shipment exists. Will be blank
if record has not been sent.

Shipment Date: Shipment date will populate if record shipment exists. Will be blank if
record has not been sent.

Recal: Enter <Y> for Yes or <N> for No.

Press <F3> to commit work or <F6> to cancedl.
5.3.1.37 Query/Modify Transmittal Information.
Sdect this option from the “Digpogtion of Records Menu,” to display the following screen. This screen
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lets you select record shipment information to query or modify.

Transmittal Information

Shipment Humber:

F3 = SAVE to commit work; F6 = CAHCEL

Figure5.3-41. Query/Modify Transmittal Information

Eedd

Shipment Number: Enter shipment number or press <F2> for last 15 shipment numbers.

Pressing <F3> will take you to DA Form 200 Reprint screen.
OA Forw 288 Aeprint

Oestination:
Shipped To: COH
2]

ZIF, £233E-1348
Shipment Humber: 988317-81

S5hipment Date: 1998-B3-17
Authority for Shipment:
C

OHHAHD
Person to Contact: SELF
Telephane: -275—
Shipped From: SOCU

Telephone System: COHHERCIAL

S5treet Address: 4835, RIDGE TOP ROAD

City: FAIRFAY State: UA ZIP: 22A38-

Type of Hedia Transmitted: CASSETTES

Humber of Records per Box: _ Hethod of Shipment: EXPRESS HALL

FBSF1 = DELETE; FEB~F3 = DUERY ROSTER; F3 = SAUE to commit work) F6 = CANCEL

This screen displays information regarding reprint of DA Form 200. Thiswill be used in cases of printer
malfunction, addition or deletion of records for shipment or change of data on DA Form 200 i.e
shipment number. Thiswill dso delete the ertire record shipment based on shipment number.

Edd Destription

Dedtination: Pre-populated and protected based upon choice on Type/ Destination
of Trangmittd.

Shipped To: Pre-populated based upon choice on Type/Dedtination of Tranamittd.
Thisinformation can be over-written for unique shipments.

Street Address: Pre-populated based upon choice on Type/Degtination of Tranamittd.
Thisinformation can be over-written for unique shipments.

City: Pre-populated based upon choice on Type/Dedtination of Transmitta.
Thisinformation can be over-written for unique shipments.

State: Pre-populated based upon choice on Type/Dedtination of Transmittd.
Thisinformation can be over-written for unique shipments.

Zip: Pre-populated based upon choice on Type/Destination of Tranamitta.
Thisinformation can be over-written for unique shipments.

Security Classfication: Enter security classfication or press <F2> for choices. Thisfidd will be
pre-populated with “UNCLASSIFIED” but can be over-written.

Shipment Number: Enter shipment number. This fidd will be pre-populated with today’s
date and next shipment number. But can be over-written.

Shipment Date: This date will pre-populate with either today’s date, ending query date
or latest separation date of added soldiers but can be over-written.

Authority for Shipment: This fidd will be pre-populated with lagt Authority used but can be
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over-written.

Person to Contact: This fidd will be pre-populated with last person but can be
over-written.

Telephone: This field will be pre-populated with last telephone number but can be
over-written.

Telephone System: This field will be pre-populated with last telephone system but can be

over-written. Press <F2> for choices.
Typeof MediaTransmitted:  Enter the type of media transmitted or press <F2> for choices.

Number of Records per box:  Enter number of records per box. If more then one box is required for
shipment of records, then a DA Form 200 will print for each box with
unique information for each box.

Method of Shipment: Enter the method of shipment or press <F2> for choices.
Pressing <F8/F3> will take you to the following screen.

OA Form 288 Reprint

Query Reprint Brouse Henu
Hame 55N Rank Separation Date I
#%% HOD SOLDIER s
BEANS FRIED BBBBBBBAS CSH 2884.-82-29

If you sdect “ADD RECORD,” then the following screen will gppeer.
Add Soldier To Transmittal

Hame:

F3 = SAVE to commit work: F6 = CAHCEL

Pressng <F3> will take you to the print destination screen.  Enter the number of copies, printer class,
and the printer destination for printing the trangition/retirement documents. Press <FE3> to print or <F6>
to cancd.

5.3.1.38 Report of Records Not Sent.
Sdect this option from the “ Digposition of Records Menu,” to display the following screen.

Report of Records Hot Sent

Report of Records Hot Sent as of Separation Date:

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CANCEL

Figure 5.3-42. Report of Records Not Sent

Pressng <F8/F1> will take you to the print destination screen.  Enter the number of copies, printer
class, and the printer name for printing the trangtion/retirement documents. Press <F3> to print or
<F6> to cancel or press <F8/F2> to view the report.

5.3.1.39 Print Blank DA Form 200.

When you sdect this option from the “Digpodtion of Records Menu,” the print destination screen
appears for you to enter the information. Enter the number of copies, printer class, and the printer
degtination for printing the trangtion/retirement documents. Press <F3> to print blank DA Form 200 or
<F6> to cancd the print request.

5.3.1.40 Retirement Menu.
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This menu contains functions for processing dl retirements and provides access to the following items
used in processing a retirement.  Sdlection of this menu from the “ Separation Processng menu” will
display the following screen.

Retirement Henu
Soldier Information
Service Time Uorksheet
Retirement Application Information
Retired Pay Addendum Information
Retired Pay Information I

SBP Information
Batch Update Pre-Retirement Briefing Attendance
DA Form 31 Information
Soldier Address Information
. Return to Haster Henu

0 W0~ OO R L) I L

Figure 5.3-43. Retirement Menu
5.3.1.41 Soldier’s|Information.

Use this information to collect basic information used for completing various retirement records. This
item, gives you access to four pages of soldier information screens that let you initiate and update the
Soldier information file. Refer to paragraph 5.3.1.3 for more details in filling the fidlds of dl four pages
of Soldier Information.

5.3.1.42 Service Time Worksheet.

Use this worksheet to compute the length of service information needed by various forms to update a
soldier’ srecord of service. Refer to paragraph 5.3.1.7 for more details.

5.3.1.43 Retirement Application Information.

Use this information to initiate or update the retirement gpplication information file and to complete the
Application for Voluntary Retirement (DA Form 2339) or smilar retirement application for both enlisted
and officer personnd. Sdlection of this option from the “Retirement Menu” will display the following
screen.

p Information (Page 1 of 3)

* *
55H: 999999999 Hame: EHLISTED GUY Rank: PUl

Add-Change HAddress Information for DAZ2339: _ >
Requested Retirement Date:

Date Attended Pre-Retirement Briefing:

Date Attended Army Career and Alumni Program Briefing:
Date Arrived at Present Assignment (Installation):
Assignment Orders Receipt-Alert Date:
Unit Alert Hotification Date:

Add-/Change Service DObligation(s): _ >>
Date Exception to Policy Foruwarded to HODA:
Status of Action:

Date Exception to Policy Received from HODA:

F3 = SAVE to commit work: F6 = CANCEL

Figure 5.3-44. Retirement Application Information
This screen displays informetion for a soldier who is gpplying for retirement.

Hedd Description

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
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Add/Change Address
Informeation for DA 2339:

“Yes’ will branch to address information for DA 2339. “DATA

EXISTS” means address information for DA 2339 exists in the database
for the current soldier. “DATA DOES NOT EXIST” means address
information for DA 2339 does not exist in the database for the current
soldier.

Sdecting “YES’ and pressng <Enter> will take you to DA Form 2339.

DA Form 2339 Address Information
% _ADDING RECORD =#
SSN: 999999999 Hame: EHLISTED GUY Rank: PUL

Edd
SSN:

Name;

Rank:

To Address:
Through Address.

From Address:

To Address:

Thru Address:

From Address:

F3 = S5AVE to continue; F6 = CANCEL

Description

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter final processing address of DA Form 2339.

If DA Form 2339 goes through another processing office, before
reaching final processng destination, then enter address here.

Enter address of office initiating DA Form 2339.

Press <F3> to commit work or <F6> to cancd. Pressng <F3> will take you back to Page 1 of
Retirement Application Information screen.

Edd
Requested Retirement Date:

Date Attended Pre-
Retirement Briefing:

Date Attended Army Career
and Alumni Program
Briefing:

Date Arrived a Present
Assgnment (Ingtdlation):
Assgnment Orders Receipt/
Alert Date:

Unit Alert Notification Date:

Add/Change Service
Obligetion(s):

Desrription
Enter the firgt day of the month following soldier’s desired month of
retirement.

Enter the date soldier attended Pre- Retirement Briefing.

Enter the date soldier attended Army Career and Alumni Program
Briefing.

Enter the date soldier arrived at present assignment.

Enter the date soldier was notified of dert for PCS. When applicable
enter date of Declination of Continued Service Statement.

Enter the date soldier was notified of dert.

“Yes” will branch to soldier’s service obligation(s). “DATA EXISTS’
means service obligation(s) exigts in the database for the current soldier.
“DATA DOESNOT EXIST” means sarvice obligation(s) does not exist in
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the database for the current soldier.

Obligation Information
+* _ADOIHG AECORD =
55H: 9999394959 HAHE: GREAT DUTDDORS

Obligation Type

Sehool

Promot ions

COHUS - Tour

OCOHUS = Tour: Soldier has no Family Hembers

OCOHUS = Tour: Unaccompanied h? Family Hembers
am

OCONUS — Tour: Accompanied by
F3 = SAVE to commit work; F& = CAHCEL

ily Hembers

Edd Description

SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

School Expiration Date: Enter date school obligation expires.

Promoations Expiration Date:  Enter date promotions obligation expires.

CONUS - Tour Expiration ~ Enter date CONUS Tour obligation expires.
Date:

OCONUS - Tour (No Family Enter date OCONUS Tour (No Family Members) obligation expires
Members) Expiration Date:

OCONUS - Tour (Un- Enter date OCONUS Tour (Unaccompanied by Family Members)
accompanied by obligation expires.

Family Members)

OCONUS - Tour Enter date OCONUS Tour (Accompanied by Family Members)

(Accompanied by Family obligation expires.
Members) Expiration Date:

Press <F3> to commit work or <F6> to cancel. Pressng <F3> will take you back to Page 1 of
Retirement Application Information screen.

Date Exception to Policy Enter date DA 2339 is forwarded to HQDA.

Forwarded to HQDA:

Status of Action: Enter status of forwarding DA 2339.

Date Exception to Policy Enter date DA 2339 is received from HQDA.
Received from HQDA:

Pressng <F3> will display the Page 2 of Retirement Application Information screen.
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Retirement App Information (Page 2 of 32
+ CHANGIHG RECORD #*
55NH: 999999999 Hame: GREAT OUTDOORS Rank: SFC

Retired Rank: PFC
Highest Grade Attained: _ Branch of Service:

Significant Awards Received: HEDAL OF HOHOR

FOR RESERVE OFFICERS SERVING ON ACTIVE DUTY IN EHLISTED STATUS
Reserve Commissioned Status:
Branch: __ Rank: ___ Promotion Eligihility Date:

F3 = SAVUE to commit work; F8-F4 = PREU PAGE; F6 = CANCEL

Hedd Description

SSN: The soldier’s SSN is populated from the database.

Name: The soldier’ s name is populated from the database.

Rank: The soldier’ srank is populated from the database.

Retired Rank: Enter the rank soldier currently holds or press <F2> for choices.
Highest Grade Attained: Enter the highest grade soldier held or press <F2> for choices.
Branch of Service: Enter branch of service highest grade was held.

Branches of Service

>US _ARHY |
US AIR FORCE
us NAuy
US MARINE CORPS
US COAST GUARD
PUBL HEALTH SUC
HOARA

Significant Awards Received:  If soldier has received one or more of the following: Meda of Honor,
Diginguished Service Cross, Navy Cross, Soldier’'s Medd,
Digtinguished Ayina Cross or Equivadent Navy Decoration, enter the
awvard or press <F2> to access multi-mark menu. Refer to AR
635-200 Chapter 12 for instructions on related HQDA paperwork.
Significant Awards Received

HEDAL OF HONOR

DISTINGUISHED SERUICE CROSS

NAUY CROSS

SOLDIER'S HEDAL
DISTINGUISHED FLYING CROSS OR HAUY EOQUIVALENT

Use the following fields for a Reserve Officer serving on active duty in enlisted status.

EHedd Description
Reserve Commissioned Enter reserved commissioned status or press <F2> for choices.
Status:

Reserve Commissioned Status

>HA

ACTIVE

RETIRED
Branch: Enter basic branch of reserve officer or press <F2> for choices.
Rank: Enter rank of reserve officer.

Promation Eligibility Date: Enter date officer isdigible for promation.
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Press <F3> to commit work or <F6> to cancel or <F8/F4> to go to the previous page. Pressing <F3>
will display the Page 3 of Retirement Application Information screen.

—

Retirement App Information (Page 3 of 3
H +
55H: 999999999 Hame: GREAT OUTDOORS Rank: SFC

Authorized Transfer Activity:
COHUS Location of Choice Transfer Activity:

Submitting Reguest in Lieu of Elimination Proceedings: _
Is this Action in Contraventionm with RA GBEE-B-2:
Add-Change Service Uerification: _ »*DATA DOES HOT EXIST<C

Retired Reserve Status:
Location of Current RAssignment: Desired Retirement Location:
Add+sChange OCONUS Information: _ 33 OATA EXISTS L4

Local Approwval: Date:
Add Change Remarks for DR2339: _ >>DATA ODES HOT EXIST<<

F3 = SAVE to commit work; F8-F4 = PREU PRGE; F& = CAHCEL

nter Transfer Activity; F2 = CHOICES

EHdd Description

SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

Authorized Trandfer Activity:  Enter the complete designation and location of the authorized transfer
point or transfer activity where the soldier will be processed for
retirement. See AR 635-10 Chapter 2.

CONUS Location of Choice Enter the dected |location of the authorized transfer point or transfer
Trandfer Activity: activity where the soldier will be processed for retirement. (See AR
635-10 Chapter 2). Press <F2> for choices.

Submitting Request in Lieu Enter <Y> for Yes or <N> for No.
of Elimination Proceedings:

Isthis Action in contravention Enter <Y> for Yes or <N> for No.

with AR 600-8-2:
Add/Change Service Entering “Yes’” will take you to “ Add/Change Service Verificaion®
Veification: screen as shown.  Entering “No” will take you to the next field. Press

<F2> for choices to salect the service documents.

Service Uerification
% _ADDIHNG RECORD +

55H: 999999999 Hame: GREAT OUTDOORS Rank: SFC

Service Verification Documents

F3 = SAVE to commit work; F8-F5 = PGDHN;
F8-F6 = PGUP: F6 = CAHCEL
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Retired Reserve Status:

Location of Current
Assgnment:

Desired Retirement Location:

Add/Change OCONUS
Informeation:;

: 999999999 Hame: GREAT OUTDOORS

Applicant Arrived in Overseas Commahd:

Eligible to Return from Overseas: 2B85-84-82
Dependent Arrived in Overseas Commahd:
of Tour:

F3

= SAVE to commit work: F6 = CAHCEL

Service Verification Documents

DA FORH 1383

DD FORH 214

DD FORH 215

DD FORH 228 OR HEHO
EHLISTHENTS CONTRACTS

LEAVE AND EARHINGS STATEHEHNT
HPRJ

NGB FORH 22,23

ORDERS

STATEHENT OF SERVICE

Enter “E” for Enlisted or “O” for Officer or “W” for Warrant Officer or
“NA” for Not Applicable.

Enter “C” for CONUS or “O” for OCONUS.

Enter “C" for CONUS or “H” for Home of Record or “O” for
OCONUS.

Entering <Y> for yes will branch to soldier’s OCONUS information.
“DATA EXISTS" means OCONUS information exists in the database
for the current soldier. “DATA DOES NOT EXIST,” means OCONUS
information does not exist in the database for the current soldier.
Entering “Yes’ will produce the following screen.

OCOHUS Information
# CHANGIHG RECORD =*

This screen displays information for a soldier who is gpplying for retirement.

Edd
SSN:

Name:
Rank:

Date Applicant Arrived in
Overseas Command:

Date Eligible to Returnfrom
Oversess.

Date Dependent Arrived in
Overseas Command:

Typeof Tour:

Description

The soldier’s SSN is popuated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter date gpplicant arrived in overseas command.

Enter date soldier is éigible to return from oversess.
Enter date dependent of soldier arrived in overseas command.

Enter “A” for All Others, “W” for With Dependents, or press <F2> for
choices.

>ALL OTHERS
WITH DEPEHDEHTS
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Loca Approvd:
Date:

Enter “A” for Approva or “D” for Disapproval.
Enter date of loca approval.

Add/Change Remarksfor DA 2339: Enter <Y> for yes will branch to enter DA 2339 remarks.

“DATA EXISTS” means DA 2339 remarks exist in the database
for the current soldier. “DATA DOES NOT EXIST” means DA
2339 remarks does not exist in the database for the current
oldier.

Pressing <Y> will take you to DA Form 2339 Remarks Information screen.

SSN:
Name:
Rank:
Remark A:
Remark B:

Days.

Starting Date:
Termination Date:
Remark C:

Days.
Starting Date:
Termination Dae:

S5H: PIFPEGPES Hewe: GREAT QUTONORS  Renk: SIC

Il Form 2330 Aemarks |.'1f. {Pag
SARTHE AELS

Soldier spproved for retirement in lies of FC3.
_ B days tramsition Ieave is regeested. Laeave will
stark and terminate
__B days permigsive TOY 18 requested oY will
stark ___ and terminate
15 scldler on a curesnt HODA Prosotion Selectios List
Promotion Indicator Code: Promotion List Date:
Suldier served a5 & C3H from Lo
Sarvice in the C5H program was
Uithdvausl frow the [SH pregrae Las
ﬂnldltr served sabisfactorily as 156 from
. t8oldier is ourrently HEOY

= BAUE to commit work; P& - CAHCIL

I
The soldier’s SSN is populated from the database.

The soldier’ s name is populated from the database.

The soldier’ srank is populated from the database.

Enter <Y> for Yesor <N> for No if remark isused or not used.

Enter <Y> for Yes or <N> for No if remark is used or not used. This
remark can be pre-populated from the DA 31 Information. If starting
date of trangtion leave and termindion date of trandtion leave, are
entered, number of trangtion leave days will be cdculated. If number of
trandtion leave days and garting date of trangtion leave are entered,
termination date of trandtion leave will be caculated. If number of
trangtion leave days and termination date of trandtion leave are entered,
garting date of trangition leave will be caculated.

Enter the number of trangtion leave days.
Enter starting date of trangition leave,
Enter termination date of trangtion leave.

Enter <Y> for Yes or <N> for No if remark is used or not used. This
remark can be pre-populated from the DA 31 Information. If starting
date of permissve TDY and termination date of permissve TDY are
entered, number of permissve TDY days will be cdculated. If number
of pamissve TDY days and darting date of permissve TDY ae
entered, termination date of permissve TDY will be cdculated. If
number of permissve TDY days and termination date of permissve
TDY are entered, Sarting date of permissive TDY will be caculated.

Enter number of permissve TDY days.
Enter darting date of permissve TDY.
Enter termination date of permissve TDY .
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Remark D:

Promotion Indicator Code:

Promotion List Date:
Remak E:

Served asaCSM to:
Sarviceinthe CSM
Program wes.
Withdrawad from the
CSM program was:
Remark F:

Served satisfactorily as
ISG from:

Served satisfactorily as
ISG to:

Enter <Y> for Yesif soldier is currently on HQDA Promotion Selection
Ligt or <N> for No if soldier is not currently on the HQDA Promotion
Sdection Lig.

Enter “P’ for promotable.
Enter date of promotion ligt.

Enter <Y> for Yesor <N> for No if remark isused or not. Served as a
CSM from: Enter beginning date soldier served as Command Sergeant
Major.

Enter ending date soldier served as Command Sergeant Mgor.

Enter “S’ for Satisfactory or “U” for Unsatisfactory.

Enter “1” for Involuntary or “V” for Voluntary.

Enter <Y> for Yes or <N> for No.
Enter beginning date soldier served as First Sergeant. (Soldier is
currently serving as a Master Sergeant)

Enter ending date soldier served as First Sergeant. (Soldier is
currently serving as a Master Sergeant)

Pressng <F3> will display the Page 2 of DA Form Remarks Informetion.

S5H: 9935C0o000

H £AXE

DR Forn 7339 Remarks Info (Pag
+ _AOOIMC AECOAD  «
HAHE: GREAT OUTOOODRS RAAHE: SFC

KR

HXRN
KEEE

5 o
KRN

KRR

L0

I LERE

Ly

AR

tar 'T' 6F "H':

Edd
SSN:

Name:
Rank:

F3 = SAUE to commit work; FBsF4 = PREUPAGE;
FE-F5 = PEOH: F3-F6 = PGUP: FG& = CRAHCEL
Fz & CHOICES

Desrription

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter <Y> for Yes or <N> for No, for each free form remark that will be used or not used. Free form
remarks will be remembered for each user. Press <F3> to commit work or <F6> to cancd or
<F8/F4> to go to the previous page.

5.3.1.44 Retired Pay Addendum Information.

Thisinformation is used to initiate or update a Retirement Addendum (DA Form 3713). Sdlection of this
option from the “ Retirement Menu” will display the following screen.
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Retired Pay Addendum Informakion
* %
53H; [99999999 Haome: GAEAT OUTDOORS Rank: SFC
Service for Zervice for

Status Percentage Purposes Basic Pay Purposes
Date Y+s Hon Days Y+s Hon Days

F3 = SAVE to commit work; FB-F1 = PRINT;
FB+FS = PGOH: F&-F& = PBUF: FE = CRAHCEL
nter Soldier’'s Social Security Humber

Figure 5.3-45. Retired Pay Addendum Information

Edd Derription

Soldier’s SSN: Enter the soldier’s SSN.

Soldier’ s Name: The soldier’ s name is populated from the database.

Soldier’s Rank: The soldier’ srank is populated from the database.

Rank: Enter the rank of the soldier for each status date displayed or press
<F2> for choices.

Service for Percentage The years, months, and days are caculated, displayed and protected

Purposes: for each status date.

Servicefor Basic Pay The years, months, and days are calculated, displayed and protected

Purposes: for each status date.

In case the soldier does not have either 30 years of service or 20 years of service and arank higher than
the soldier’ s current rank, then an error message will gppear as shown.

ERROR - EBoldier Does Hot OQual:fy

This soldier does not have either 38 years of serviee
or &0 years of service and a Erw: ous rank that is higher
than the rank at uhich the saldisr is retiring

RETURH to contimnus

If the soldier qudifies, then press <F3> to commit work. Pressng <F8/F1> will take you print
destination screen.  Enter the number of copies, printer class, and the printer destination for printing the
trangtion/retirement documents. Press <F3> to print or <F6> to cancel the print request.

5.3.1.45 Retired Pay Information.

This item, gives you access to two pages of screens that let you initiate and update a soldier’s retired
pay information file. This form will display information to be included on designated retirement orders.
Sdection of this option from the “Retirement Menu” will display the following screen.
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Aetired Fay [nformation (Pa

e G e
S5H; 999999998  Hame: OREAT QUTDOORS

Retired Pay Data Submission Type:
Retired Pay Orade: _ Retirement Type and Allotment Code:
| Date Placed Om Retired Lisk: 0E:

Component of Retired Pay Grade:

Statutes Authorizing Aetirement;

| SECLAY - Aetirement for Length of Service

SECLAW - Retired Grade

| SECLAY - Other Statutes ﬁuthurl:lng Retirement ___
+= Hos Days

Upluntary Retirenent: SPD Code:

| Handatory Retiremant ;

Section 1485:

Dizsabhility Retiremsnt:

| Bagic Pay:

| F3 = SAVE to commit work! F& = CAMCEL
nter Soldier's Social Security Humbar

Figure 5.3-46. Retired Pay Information

Hedd Description

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

Retired Pay Data Submission Enter retired pay data submission type or press <F2> for choices.
Type:

Retired Pay Data Submission Type
INITIAL SUBHMISSION

>CHANGE

MENTALLY IMCOMPETENT

ADVANCEHENT

ABCHR

Retired Pay Grade: Enter soldier’s current pay grade.

Retired Pa

El P FRIUATE E1

E2 PUZ  PRIVATE E2

E3 PRFC  PRIUATE FIRST CLASS

Ed SPC  SPECIALIST 4

E4 CPL CORPORAL

ES: 50T SERBERNT

EB& 556 STHAFF SERGEAHT

E? SFC SERGEAHT FIRST CLASS

EB 150 FIRST SERGERNT

£l HS0G  HASTER SERGEANRT

E9 5GH SERGEAHT HAJOR

E9 C3H COHHAHD SERGERHT HAJOR
E9 5HA  ESERGEANT HAJOR OF THE ARHY
Wi ol WARRANT OFFICER W1

uz CUMZ2 CHIEF WARRAHT OFFICER Wz
U3 Cu3 CHIEF UARRARNT DFFICER W3
4 Cu4 CHIEF UARRAHT OFFICER W4

ighlight your selection and press RETURH

Retirement Type and Enter retirement type and allotment code or press <F2> for
Allotment Code: choices.

nFtLTEmPHt Type and Allotwment Codes
g Officer~Uarrant Officer
Enlisted

Hon-Disability HGH—HIBUIIF Hruu Dfficer~Uarrant Officer
Hon—Disability Hon-Regular Army Enl isted
TORL Regular Army Officer-Warrant Dfficer
TORL Regqular Hrmy Enlisted
TORL Hon=Regular Army Officer-Uarrant Officer
TORL Hon-Regular Army Enlisted
PORL Regular Army Officer-Warrant Officer
PORL RAegular Army Enlisted
FORL Hon-Regular Army OfficersWarrant OFficer
PORL Hon=Regular Army Enlisted

e e o 9 0 O S e (]

Date Placed on Retired List:  Enter date soldier is placed on retired list.
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DOB:

Sex:

Component of Retired
Pay Grade:

Satus Authorizing
Retirement:

Voluntary Retirement:
SPD Code:
Mandatory Retirement:
Section 1405:

Disability Retirement:
Basic Pay:

Enter soldier’ s date of hirth.
Enter soldier's sex.
Enter component of retired pay grade or press <F2> for choices.

Component of Retired Pa

>RA
USAR

Aegular Arm

US Army Reserwve

US Army Hational Guard
Temporary

ARHG
TEHP

Enter the Satus authorizing retirement or press <F2> for choices.

Active time from service time worksheet are displayed and protected.
Enter SPD code.
Active time from service time worksheet are displayed and protected.

Active time plus officer reserve points from service time worksheet are
displayed and protected.

Active time from service time worksheet are displayed and protected.

Totd active and inactive time from service time worksheet are displayed
and protected.

Pressing <F3> will display Page 2 of Retired Pay Informetion.

Retired Pay Information (Page 2 of 2)

# CHANGING RECORD #*

55H: 999999999 Hame: GREAT OUTDOORS Rank: SFC

Completed Over Four Years Active Service as Enlisted or Warrant Officer: _

Significant Awards Received: HEDAL OF HOHOR

Eligible for 18 Percent Heroism Pay: _

TAFCSD:

Edd
SSN:

Name:
Rank:

Completed Over Four Y ears
Active Sarvice as Enlisted
or Warrant Officer:

Significant Awards Received:

Eligible for 10% Heroism
Pay:
TAFCSO:

F3 =

SAVE to commit work; F6 = CAHCEL

Description

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter <Y> for Yesor <N> for No. Thisfidd is conditiond and
based on the calculated results of the service time workshedt.

If soldier has received one or more of the following, then refer to AR
635-200 Chapter 12. This fidd may be pre-populated using
information from the retirement gpplication or press <F2> for choices.

Enter <Y> for Yes or <N> for No.

Enter the Totd Active Federd Commissioned Service date.
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Press <F3> to commit work or <F6> to cancedl.
5.3.1.46 SBP Information Menu.
Usethisinformation to initiate or update a Survivor Benefit Plan (SBP) information file for aretiree.

SBP Information Henu
00 Form 2656 Specific Information
0D Form 2656-1 Specific Information
Add-Change Family Hember Information

Delete Family Hember Information
Trigger SBP Transmittal to DRAS
Print S5BP Forms

. Return to Haster Henu

Figure 5.3-47. SBP Information Menu
5.3.1.46.1 DD Form 2656 Specific Information

This option dlows you to enter information for completing DD Form 2656. Selecting this option from
the SBP Information Menu accesses the first of a series of input screens.

0D Form 2656 Specific Information (Screen 1 of B)

SSN: Hame:

Date Attended SBP Briefing:

Beneficiary Category:
Level of Coverage: Reduced Coverage Amount:
Supplemental Percentage: _

Do you want to add-/change beneficiarysfamily member information: _

Is designation of beneficiaries for unpaid retired pay to be hy
legal order of precedence: _

F3 = SAVE to commit work; F6 = CRAHCEL

Figure 5.3-48. DD Form 2656 Specific Information
Complete this screen by using the following information.

Hedd Description

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
Date Attended SBP Briefing:  Enter date soldier attended the SBP briefing.
Beneficiary Category: Enter beneficiary for SBP or press <F2> for choices.

Categories

>SPOUSE OHNLY
SPOUSE AND CHILDREN

CHILDREH OHLY

FORHER SPOUSE OHLY

FORHER SPOUSE AND CHILDREN OF THAT HMARRIAGE
INSURABLE INTEREST

Leve of Coverage: Enter level of coverage of retired pay.
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Reduced Coverage Amount:

Supplementa Percentage:

Do you want to add/change
beneficiary/family member
information.

Enter amount of reduced coverage if level of coverageis reduced.
Enter supplementa percentage in addition to full coverage.
Enter <Y> to branch to family member information (see below).

Add-Change Family Hembher Browse Henu

SOLDIER’S S5H : 999999999

RELATIONSHIP

SOLDIER’S S5H : 999999999

RELATIONSHIP

#+% ADD A RECORD s

This screen lets you add or change family member information.

Hdd

Soldier’s SSN:
Soldier’s Name:
Soldier's Rank:
Name:

SSN:

DOB:
Rdationship:
Dependent:
Dependent Child:
SBP:

Dishility:
From Former Marriage:

Percentage of Unpaid
Retired Pay:

Priority:

Same as.

Street:
City:
State:

Description

SSN is populated from the database.

The soldier’ s name is popul ated from the database.

The soldier’ srank is populated from the database.

Enter family member's name,

Enter family member’s SSN.

Enter family member’ s date of birth.

Enter family member’ srelationship to soldier.

Enter <Y> for 'Yes or <N> for ‘No.’

Enter <Y> for Yes or <N> for No.

Enter <Y> for 'Yes,' if digible for Survivor Bendfit Plan (SBP) or <N>
for 'No,” if not digible.

Enter <Y> for 'Yes if family member is disabled or <N> for 'No' if not
disabled.

Enter <Y> for 'Yes if degpendent is from aformer marriage or <N> for
'NO' if not.

Enter percentage between 5 and 100.

Enter priority between 1 and 99.

This fidd dlows you to copy a saved address of the soldier’s
information, including previous family members addresses.

Enter family member’s street address.
Enter family member’s city.
Enter family member’s Sate.
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APO/FPO: Enter family member’s APO/FPO.

Gateway Area Code: Enter family member’ s gateway area code.

Zip: Enter family member’ s 5-digit or 9-digit ZIP code.
Country: Enter family member’s country of residence.
Foreign Postal Code: Enter family member’ s foreign postd code.

Date of Marriage: Enter the date of marriage.

Place: Enter place of marriage.

Is designation of beneficiaries Enter <Y> for Yes or <N> for No if unpaid retired pay will be
For unpaid retired pay to be distributed to beneficiaries by lega order of precedence.

Press the <F3> key to access Page 2 of the DD Form 2656 Specific Information screen.

00 Form 2656 Specific Information (Screen 2 of 6)
# _ADDING RECORD =

S5H: pBBABEBAZ Mame: GOOD MORNING

FEDERAL IHCOME TAX WITHHOLDING INFORMATIDH:

Exempt from Tax Withholding: _
Harital Status:
Number of Exemptions Claimed: __  Optional Additional Withholding:

UOLUNTARY STATE TAX WITHHOLDING INFORHATION:

State Designated to Receive Tax: __ Requested Honthly Amount:

F3 = SAVE to commit work; F& = CANCEL; F8-F4 = PREV PRAGE

Complete this screen by using the following information.

EHdd Description

SSN: The soldier’s SSN is populated from the database.

Name: The soldier’ s name is populated from the database.

Rank: The soldier’ srank is populated from the database.

EEDERAL INCOME TAX WITHHOL DING INFORMATION:

Exempt from Tax Enter <Y> for Yes or <N> for No if soldier is, or ishot caming a
Withholding: tax withholding exemption.

Maritd Status: Enter the soldier’s maritdl status.

Number of Exemptions Enter number of exemptions claimed.

Claimed:

Optiona Additiond Enter additiona dollar amount to be withheld for Federa Income
Withholding: Tax.

VOLUNTARY STATE TAX WITHHOL DING INFORMATION:

State Designated to Receive  Enter the two-digit abbreviation for the state of soldier’ s permanent
Tax: residence.

Requested Monthly Amount:  Enter dollar amount to be withheld for State Income Tax Amounnt.
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This cannot be less than $10.00 and must be in whole dollars.

Press the <F3> key to access Page 3 of the DD Form 2656 Specific Information screen.

SSH: BBBBBABAZ HName: GOOD HORNIHNG Rank: CuWd4

DIRECT DEPOSIT~ELECTRONIC FUND TRANSFER (DD~EFT> INFORHATION:
Routing Humber: Account Type:

Account Humber:

Financial Institution Hame:

Street Address:

City:

SEPARATION PAYHEHT INFORHATIOHN:

Did soldier receive Read justment Pay, Separation Pay, Voluntary Separation
Ihventive, or Special Separation Bonus:
Payment Type: _

00 Form 2656 Specific Information (Screen 3 of 6)
+ _ADDING RECORD =+

State: _ Zip Code:

F3 = SAVE to commit work; F6 = CANCEL; F8-F4 = PREV PAGE

Honthly Amount of Payment:

Complete this screen by using the following informetion.

Edd
SSN:

Name:
Rank:

Description

The soldier’s SSN is popul ated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

DIRECT DEPOSIT/FL ECTRONIC FUND TRANSFER (DD/EFT) INFORMATION:

Routing Number:
Account Type:
Account Number:

Enter bank routing number of soldier.
Enter “C” for Checking or “S’ for Savings.
Enter the soldier’ s account number.

Financid Ingitution Name: Enter name of soldier’ sfinancid inditution.

Street Address:
City:

Sate:

Zip Code:

Enter Street address of soldier’ sfinancid ingtitution.

Enter ity of soldier’ sfinancid inditution.

Enter date of soldier’ sfinancid indtitution.

Enter the 5-digit or 9-digit zip code of soldier’ sfinancid indtitution.

SEPARATION PAYMENT INFORMATION:
Did soldier receive Readjust-  Enter <Y> for Yes or <N> for No if soldier received, or did not

ment Pay, Separation Pay, receive, any of the specified types of separation pay.
Voluntary Separation Incern+

tive, or Specia Separation

Bonus:
Payment Type:

Enter one of the two-digit or three-digit separation payment type codes,
or press the <F2> key for choices.
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Separation Payment Type
READJUSTHENT PAY

>AP

5P

UsSI

SEPARATIDON PAY
UOLUHTARY SEPARATION THCENHTIVE

556 SPECIAL SEPARATION BOHUS

Monthly Amount of Payment: Enter dollar amount to be paid monthly. This cahnot be less than
$10.00 and must be in whole dollars

Pressing <F3> will display Page 4 of DD Form 2656 Specific Information screen.

DD Form 2656 Specific

# CHANGING RECORD *
GOOD HORHING

S5H: DPBBBEBABAZ Hame:

Information (Screen 4 of 6)

Rank: CU4

CORRESPOHDENCE RADDRESS:
Street: 67 H ST.

Same as:

City: HAH CITY
Foreign State:

State:

CA ZIP Code: 95999-

Gateway Area Code: __ Foreign
Phone Humber: 23B8-678-9988

Country: US APO-FPO: _
Postal Code:

RESIDEHNCE ADDRESS:
Street: 188 0 ST.

Same as:

City: TEHPA
Foreignh State:

State:

FL ZIP Code: 55668-

Gateway Area Code: __ Foreign

Country: US APO-FPO: _
Postal Code:

Phone Humber:

F3 =

SAVE to commit work; F6 =

CANCEL; F8-F4 = PREV PAGE

Complete this screen by using the following information.  Depending on your entries, some fields may be

automatically skipped.

EHdd

SSN:

Name:

Rank:

CORRESPONDENCE ADDRESS:
Same as.

Street:
City:
State:

ZIP Code:

Foreign State:
Country:
APO/FPO:

.
The soldier’s SSN is popul ated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

This field dlows to copy in previous entered address of soldier into
correspondence address. Enter CU, HO, NE, RE, SE, or TR, or press
<F2> for choices.

Correspondence Address Same as
HOHE OF RECORD ADDRESS

HEAREST RELATIVE ADDRESS

RESIDEHCE ADDRESS
SEPARATION~RETIREHENT ADDRESS
TRANSITION LEAVE ADDRESS

Enter street of soldier’s correspondence address.
Enter city of soldier’s correspondence address.
Enter dtate of soldier’s correspondence address.

Enter the 5-digit or 9-digit ZIP code of soldier's correspondence
address.

Enter foreign ate of soldier’s correspondence address (if gpplicable).
Enter country of soldier’s correspondence address (if applicable).
Enter “A” for APO or “F’ for FPO of soldier's correspondence
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Gateway Area Code:
Foreign Postal Code:
Phone Number:

RESIDENCE ADDRESS
Same as;

Street:

City:

State:

ZIP Code:

Foreign State:
Country:

APO/FPO:

Gateway Area Code:
ZIP Code:

Country:

Foreign Postal Code:
Phone Number:

address.

Enter gateway area code of soldier’s correspondence address.
Enter foreign postal code of soldier’ s correspondence address.
Enter tdlephone number where soldier can be reached.

This fied adlows you to copy in a previoudy entered address of soldier
into the residence address. Enter CO, CU, HO, NE, SE, or TR, or
press <F2> for choices.

Residence RAddress Same as
»>CORBESPONDENCE ADDRESS
CURRENT ADDRESS
HOHME OF RECORD ADDRESS

NEAREST RELATIVE ADDRESS
SEPARATION-RETIREHEHNT ADDRESS
TRANSITION LEARVE ADDRESS

Enter street of soldier’ s residence address.

Enter city of soldier’ s resdence address.

Enter state of soldier’s residence address.

Enter the 5-digit or 9-digit ZIP code of soldier’ s residence address.
Enter foreign sate of soldier’s residence address (if applicable).
Enter country of soldier’s residence address (if gpplicable).

Enter APO or FPO of soldier’s residence address.

Enter gateway area code of soldier’ s residence address.

Enter zip code (extension if applicable) of soldier’s resdence address.
Enter country of soldier’ s residence address.

Enter foreign postal code of soldier’ s residence address.

Enter tdlephone number where soldier can be reached.

Pressing <F3> will display Page 5 of DD Form 2656 Specific Information screen.

DD Form 2656 Specific Information (Screen 5 of 6)
* CHANGING RECORD =*

SSH: pepaBBBAZ Hame: GOOD HORNING Rank: Cu4

HEMBER OF THE RESERVE COMPONENT:

Does the soldier nouw receive, or uere they receiving on the date of
retirement, any VA compensation for disability, or salary from a Federal
Agency: _

Type: Amount : Effective Date:

Federal Agency Hame:
Street Address:

City:

State: ZIP Code: -

F3 = SAVE to commit work; F6 = CANCEL; F8-F4 = PREV PAGE

Complete this screen by using the following information.

Edd
SSN:

-
The soldier’s SSN is populated from the database.
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Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
MEMBER OF THE RESERVE COMPONENT:

Doesthe soldier now receive, Enter <Y> for Yesor <N> for No.

or were they receiving on the

date of retirement, any VA

compensation for disability, or

sdary from a Federal agency?.

Type Enter type of payment or sdlary.

Amount: Enter amount of payment or sdary.

Effective Date: Enter date payment or sdary is effective.

Federal Agency Name: Enter agency name from which payment or sdary isreceived.
Agency Street: Enter street address of the Federa agency.

Agency City: Enter city of the Federal agency.

Agency State: Enter state of the Federa agency.

Agency ZIP Code: Enter zip code (extenson if gpplicable) of the Federa agency.

Pressing <F3> will display Page 6 of DD Form 2656 Specific Information screen.

DD Form 2656 Specific Information (Screen b of B)
+ CHAHNGING RECORD =*

S5H: ppappeEA2 Hame: GOOD HORHIHG Rank: CU4

Enter comments or additional information not covered in the DD Form 2656:

F3 = SAVE to commit work; F6 = CAHCEL; F8-F1 = PRINT DD FORH 2656;
F8-F4 = PREV PAGE; FB8-F5 = PGDH; F8-F6 = PGUP

Complete this screen by usng the following information.

Edd Description

SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

Enter comments or additional  Optiondly enter any additiond comments or relevant information
information not covered in that would be hepful.
the DD Form 2656.

Press <F3> to commit work. The program saves your changes and returns you to the SBP Information
Menu.

Press <F8/F1> to print the DD Form 2656. The display firg shows the DD Form 2656 Witness
Sdlection screen.
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n DD Form 2656 Witness Selection

SBP Spouse Concurrence Uithess: _

Certification Uitness: _

F3 = SAVE to commit work; F6 = CAHNCEL

Complete this screen by using the following information. Press <F3> if this screen does not gpply.
EHdd Description

SBP Spouse Concurrence Enter the SBP spouse concurrence witness by pressng <F2> for
Witness: choices.

Certification Witness: Enter the certification witness by pressng <F2> for choices.
Pressing <F3> will display the Print Destination screen.
Print Destination (v. 2.82)
Number of Copies: B1

Printer Class:
Printer Hame:

F3 = SAVE to print; F6 = CAHCEL

Enter the number of copies, printer class, and the printer destination for printing the transition/retirement
documents. Press <F3> to print or <F6> to cancd the print request. After sdecting to print, the
program returns you to the last (6") page of the DD Form 2656 Specific Information screen.

5.3.1.46.2 DD Form 2656-1 Specific Information

This option dlows you to enter information for completing DD Form 2656-1. Sdecting this option from
the SBP Information Menu accesses the first of a series of input screens.
00 Form 2656-1 Specific Information (Screen 1 of 4)

*
5SN: Name:

Is Soldier Currently Married: _

CURRENT SPOUSE HAHE:

First: Hiddle:
Last: Suffix:

Current Spouse 55H: Date of Current Harriage:

Relationship to soldier:

CURRENT SPOUSE CORRESPONDEHCE ADDRESS: Same as: __

Street:

City: State: __  ZIP Code: =
Foreign State: Country: __  AFO-FPO: __
Gateway Area Code: __ Foreign Postal Code:

F3 = SAVE to commit work; F6 = CAHCEL

Figure 5.3-49. DD Form 2656-1 Specific Information

Complete this screen by using the following information.  Depending on your entry selection, a number
of fields may be populated from the database.

Edd Description

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

|s Soldier Currently Married:  Enter <Y> for Yes or <N> for No to indicate the soldier’s marita
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CURRENT SPOUSE NAME:
First:

Last:

Middle

Quffix:

Current Spouse SSN:
Date of Current Marriage:
Redationship to soldier:

datus. If you enter <N>, you may press skip the subsequent fields and
advance to the second page of this screenby pressng <F3>.

Enter the spouse’ s first name.

Enter the spouse’ s last name.

Enter the spouse’ s middie name.

Enter any suffix that gppliesto the spouse’ s name.

Enter the spouse’s SSN.

Enter the marriage date for the current spouse.

Enter either Wife or Husband, or pressfor <F2> choices.

CURRENT SPOUSE CORRESPONDENCE ADDRESS:

Same as;

Street:

City:

State:

ZIP Code:

Foreign State;
Country:

APO/FPO:

Gateway Area Code:
Foreign Postal Code:

This field alows you to copy in a previoudy entered address of soldier
into the resdence address. Enter CO, CU, HO, RE, SE, or TR, or
press <F2> for choices.

nouse Address Same as
CORRESPOHDEHMCE ADDRESS
CURRENHT ADDRESS
HOME OF RECORD ADDRESS

RESIDEHCE RADDRESS
SEPARATIOH-RETIREHENT ADDRESS

>TRANSITIOH LEAVE ADDRESS

Enter street of the spouse’ s residence address.

Enter city of the spouse’ s residence address.

Enter state of the spouse’ s residence address.

Enter the 5-digit or 9-digit ZIP code of the spouse’ s residence address.
Enter foreign state of the spouse’ s residence address (if gpplicable).
Enter country of the spouse’ s residence address (if applicable).

Enter APO or FPO of the spouse’ s residence address.

Enter gateway area code of the spouse’ s residence address.

Enter foreign postal code of the spouse' s residence address.

Pressing <F3> will display Page 2 of the DD Form 2656-1 Specific Information screen.

5-75



Version 11.00

AISM 25-P5SB-A26-A1X-SUM

01 December 1999

DD Form 2656-1 Specific Information (Screen 2 of 4)

# _ADDING RECORD #

SS5H: ppBBBBAAY9 Hame: CHIPS AHD FISH Rank: PU1

Is this election being made pursuant to the reguirements of a
court order: _

Is this election heing made pursuant to a written agreement

previously entered into voluntarily as part of, or incident to,

a proceeding of divorce, dissolution, or annulment: _

Was such a voluntary uritten agreement incorporated in,
ratified, or approved by a court order: _

Former Spouse Date of Birth:

Date Harried to Former Spouse :

Date Divorced from Former Spouse :

Has Former Spouse Remarried: _ Date of Remarriage:

F3 = S5AVE to commit work; F6 = CANCEL; F8-F4 = PREU PAGE

Complete this screen by responding to the pertinent questions and using the following information.

Edd
SSN:

Name:
Rank:

Isthis election being made
pursuant to the requirements
of acourt order:

Is this eection being made
pusuant to a written agreement
previoudy entered into volun-
arily as part of, or incident to,
aproceeding of divorce, dis-
solution, or annulment:

Was such avoluntary written
agreement incorporated in,
ratified, or approved by a
court order:

Former Spouse Date of Birth:

Date Married to Former
Spouse:

Date Divorced from Former
Spouse:

Has Former Spouse
Remarried:

Date of Remarriage:

-
The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter <Y> for Yes or <N> for No.

Enter <Y> for Yesor <N> for No.

Enter <Y> for Yesor <N> for No.

Enter the former spouse’ s date of birth.
Enter the date married to former spouse.

Enter the date divorced from the former spouse.
Enter <Y> for Yes or <N> for No.

Enter the date the former spouse was remarried.

Pressing <F3> will display Page 3 of the DD Form 2656-1 Specific Information screen.
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DD Form 2656-1 Specific Information (Screen 3 of 4)

554: PBBBBABAY Hame: CHIPS AHD FISH
FORHER SPOUSE HAME:

First:

# _ADDING RECORD +#

Rank: PUl

Hiddle:

Last:

Suffix:

Former Spouse 55SH:

FORHER SPOUSE ADDRESS:

Street:

City:

State: = ZIP Code:

Foreign State:
Gateway Area Code: _

F3 =

Country: __ AFO-FPO: _

SAVE to commit work; F6 = CANCEL; F8-F4 = PREU PRGE

Foreign Postal Code:

Complete this screen by responding to the pertinent questions and using the following information.

Edd
SSN:

Name:

Rank:

EORMER SPOUSE NAME:
First:

Last:

Middle

Quffix:

Former Spouse SSN:

I
The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.

The soldier’ srank is populated from the database.

Enter the former spouse’ sfirst name.

Enter the former spouse’s last name.

Enter the former spouse’ s middle name.

Enter any suffix that gpplies to the former spouse’ s name.
Enter the former spouse’s SSN.

FORMER SPOUSE CORRESPONDENCE ADDRESS:

Street:
City:
State:

ZIP Code:

Foreign State;

Country:

APO/FPO:

Gateway Area Code:
Foreign Postal Code:

Enter street of the former spouse’ s residence address.
Enter city of the former spouse’ s residence address.
Enter state of the former spouse’ s residence address.

Enter the 5digit or 9-digit ZIP code of the former spouse’ s residence
address.

Enter foreign date of the former spouse’s resdence address (if
applicable).

Enter country of the former spouse’ s residence address (if applicable).
Enter APO or FPO of the former spouse’ s residence address.

Enter gateway area code of the former spouse’ s residence address.
Enter foreign posta code of the former spouse’ s residence address.

Pressing <F3> will display Page 4 of the DD Form 2656-1 Specific Information screen.
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DD Form 2656-1 Specific Information (Screen 4 of 4)
+ _ADDING RECORD =

55H: BBBBBAABBY Hame: CHIPS AHD FISH Rank: PU1

Enter comments or additional information not covered in the D0 Form 2656-1:

F3 = SAVE to commit work; F6 = CAHCEL; F8-F1 = PRINT DD FORH 2656-1;
F8-F4 = PREVU PRGE; F8/F5 = PGODH; F8-F6 = PGUP

Complete this screen by using the following information.

Hedd Description

SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

Enter comments or additional  Optiondly enter any additional comments or rlevant information
information not covered in that would be hepful.
the DD Form 2656-1.

Press <F3> to commit work. The program saves your changes and returns you to the SBP Information
Menu.

Press <F8/F1> to print the DD Form 2656-1. The display firg shows the DD Form 2656-1 Witness

Sdlection screen.
DD Form 2656-1 Witness Selection
Hember's Witness:

F3 = SAVE to commit work; F& = CANCEL

Complete this screen by using the following information. Press <F3> if this screen does not gpply.
Hedd Description

SBP Spouse Concurrence Enter the SBP spouse concurrence witness by pressing <F2> for
Witness. choices.

Certification Witness: Enter the certification witness by pressng <F2> for choices.
Pressing <F3> will display the Print Destination screen.
Print Destination (v. 2.82)
Number of Copies: B1

Printer Class:
Printer Hame:

F3 = SAVE to print; F6 = CANCEL

Enter the number of copies, printer class, and the printer destination for printing the trangition/retirement
documents. Press <F3> to print or <F6> to cancel the print request. After sdecting to print, the
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program returns you to the last (4™) page of the DD Form 2656- 1 Speific Information screen.
5.3.1.46.3 Add/Change Family Member Information

Use this form to initiate or update a family information file, when required. This system uses this
information to caculate the SBP. Sdlection of this option from the “SBP Information Menu” will display
the following screen.

Add-Change Family Hember

Soldier’s 55H: 999999999 Hame: GREAT OUTDOORS

F3 = SAVE to continue: F6 = CANCEL

Figure 5.3-51. Add/Change Family Member
This screen displays information to find the soldier’ s current family members.

Edd Destription

SSN: Enter the soldier’s SSN.

Name: Soldier’ s nameis populated from the database.
Rank: Soldier’ srank is populated from the database.

Pressing <F3> will display the following family member browse menu.
Fldd/l:hanmmher Browse Henhu
SOLDIER’S SSH : 999999999
RELATIONSHIP

* _BDDIHG RECORD  #

[Soldier’'s 584H; 9 99
|Saldier's Hawe: GREAT DUTDDORS Seldier's Rank: SFC

| Hame: 55H: ooa:
|Relationship: UIFE Dependent: _

|5BP: Oesaboliky: _ From Former Harriage: _
|Percentage of Unpaid Retired Pay: _ Priority: __

|FAHILY HCHBER ADDRESS: Same as:
|Street:

Skate: __ Foreign State:
| _ Bateusy Area Code:  ZIP: =
|Country: _  Foreign Postal Code:

|Date of Harriage: Flace;

| F3 = SAUE to commit work; F& = CRHCEL
nter Family Hember's Hame {Last First Hiddle)

This screen lets you add or change family member information.

Eedd Description

Soldier’s SSN: The soldier’s SSN is populated from the database.
Soldier' s Name: The soldier’ s name is populated from the database.
Soldier's Rank: The soldier’ srank is popul ated from the database.
Name: Enter family member’s name.

SSN: Enter family member’s SSN.
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DOB:
Reationship:
Dependent:
Dependent Child:
SBP:

Disability:

From Former Marriage:

Percentage of Unpaid
Retired Pay:

Priority:

Same as.

Street:

City:

State:

APO/FPO:

Gateway Area Code:
Zip:

Country:

Foreign Postal Code:
Date of Marriage:
Place:

Enter family member’ s dete of birth.
Enter family member’ s relationship to soldier.
Enter <Y> for Yes or <N> for No.
Enter <Y> for Yesor <N> for No.

Enter <Y> for Yes, if digible for Survivor Benefit Plan (SBP) or <N>
for No, if not eigible.

Enter <Y> for Yesif family member is dissbled or <N> for No if not
disabled.

Enter <Y> for Yesif dependent is from a former marriage or <N> for
No if not.

Enter percentage between 5 and 100.

Enter priority between 1 and 99.

This fidd dlows you to copy a saved address of the soldier's
information, including previous family members addresses.

Enter family member’s street address.

Enter family member’ s city.

Enter family member’s Sate.

Enter family member’s APO/FPO.

Enter family member’s gateway area code.

Enter family member’ s 5-digit or 9-digit ZIP code.
Enter family member’s country of residence.

Enter family member’ s foreign postd code.

Enter the date of marriage.

Enter place of marriage.

Press <F3> to commit work or <F6> to cancd.

5.3.1.46.4 Ddete Family Member Information

Use this option to deete family member information that is incorrect or no longer required. Selection of
this option from the “SBP Information Menu” will display the following screen.

Delete Family Hember Information

Soldier’s S55H: (99999999 Hame: GREAT OUTDOORS

= SAVUE to continue: FB CANCEL

Figure 5.3-53. Dedete Family Member Information

This screen lets you identify the soldier that will have one or more family members ddeted from the
family member information file

EHedd Description

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
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Pressing <F3> will display the delete family member browse menu as shown.

SOLDIER’S 55H : 999999999

RELATIONSHIP

When you mark your sdlection that you wish to delete and press <Enter> to delete, the system will ask
for confirmation before deletion with the following screen.

Delete Family Hembhers Confirmation

Deleted item(s) will be permanently removed from the database.
Are you certain you wish to delete? _

F3 = SAVE to proceed with delete; F6 = CANCEL to abort

Enter <Y> to delete or <N> to cancel the delete request. Press <F3> to proceed with delete or <F6>
to cance the operation.

5.3.1.46.5 Trigger SBP Tranamittal to DRAS
Sdecting this option from the “SMP Information Menu” shows the following screen.

Frigger S8 Tranzaittal to GAAS

55“ QEgsesssn  Hewe: GREAT OUTOOORE

[Dake ef Heeser Signaturs

|| Spousal Comcwrrence Obfaimed: _

F3 = SAUE Lo exmbinue: F& = DAHCEL

Figure 5.3-55. Trigger SBP Tranamittal to DRAS

This screen will dlow you to enter data corresponding to DD Form 2656, Section VIII - Survivor
Benefit Spousa Concurrence. Namely, you can enter if the Spousa Concurrence (Signature) has been
obtained and on what date the soldier Sgned the fina printed DD Form 2656. If a completed DD
Form 2656 has not been printed for the entered SSN, no data can be entered on this screen.

Eedd

SSN: Enter the soldier’s SSN or press <F2> for choices.

Name: The soldier’ s name is populated from the database.

Rank: The soldier’ srank is populated from the database.

Dae of Member Sgnature: Enter the date that the soldier sgned the printed DD Form 2656.
Spousa Concurrence Enter blank, <Y> for Yes or <N> for No.

Obtained:

Press <F3> to continue or <F6> to cancd.
In case the soldier has been archived, then the following error message will appesr.

ERROR - ARCHIVED SOLDIER

This soldier has been archived and their S5BP data cannot, therefore,
be transmitted to the DAAS system at DFAS-Cleveland.

RETURN to continue
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Press <Enter> to continue.

55"! Ro99999999 Hame: GREAT OUTODORS  Rank: SFC

Date Rttended SBP Briefing:
|Beneficiary Category:
|Level of Coverage:
Su#piﬂnmu] Peroentage: _

TRAK STATUS:

Tax Exempt: _

| Humber of Exemptions Claimed:
State Uithhelding Tax Bmount:

Tax Harital Status:

|00 you want to add-chamge beneficiary<family member information: _

SBF Information (Pag
&

Reduced Coverage Amount:

__ Additional Uithholding Tax:

State Withholding Tax State: _

F3 = SAVE to commit work: F& = CAMCEL

Edd
SSN:

Name;

Rank:

Date Attended SBP Briefing:
Bendficiary Category:

pur

Figure 5.3-56. SBP Information

Description

Enter the soldier’s SSN.

The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.
Enter date soldier attended SBP briefing.

Enter beneficiary for SBP or press <F2> for choices.

Beneficiary Categories

SPOUSE AND CHILDREN

CHILDREN OHLY

FORHER SPOUSE OHLY

FORHER SPOUSE AND CHILDREN OF THAT HMARRIAGE
INSURABLE INTEREST

Leve of Coverage:
Reduced Coverage Amount:
Supplementa Percentage:
Tax Exempt:

Number of Exemptions
Claimed:
Additiona Withholding Tax:

State Withholding Tax
Amount:

State Withholding Tax State:
Tax Maritd Status:

Do you want to add/change
beneficiary/family member
information:

Enter level of coverage of retired pay.
Enter amount of reduced coverage if level of coverage is reduced.
Enter supplementa percentage in addition to full coverage.

Enter <Y> for Yes or <N> for No if soldier is, or is not daming
exemption.

Enter number of exemptions clamed.

Enter additional dollar amount to be withheld for Federal Income Tax.

Enter dollar amount to be withhdd for State Income Tax Amount
cannot be less than $10.00 and must be whole dollars.

Enter state of soldier’s permanent residence.
Enter tax marital satus.
Enter <Y> to branch to family member information.
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Add-Change Family Hember Brouse Henu

SOLODIER’S S5H : 999999999

CHILD
DEP SBP

RELATIONSHIP

SOLODIER’S S5H : 999999999

CHILD
DEP SBP

RELATIONSHIP

#+% ADD A RECORD s

This screen lets you add or change family member information.

EHdd Description

Soldier’s SSN: SSN is populated from the database.

Soldier's Name: The soldier’ s name is populated from the database.

Soldier' s Rank: The soldier’ srank is populated from the database.

Name: Enter family member’s name.

SSN: Enter family member’s SSN.

DOB: Enter family member’ s dete of birth.

Reationship: Enter family member’ s rlationship to soldier.

Dependent: Enter <Y> for 'Yes or <N> for 'No.’

Dependent Child: Enter <Y> for Yes or <N> for No.

SBP: Enter <Y> for 'Yes,' if digible for Survivor Benefit Plan (SBP) or <N>
for 'No,’ if not digible

Disahility: Enter <Y> for 'Yes if family member is disabled or <N> for 'No' if not

From Former Marriage:

disabled.

Enter <Y> for 'Yes if dependent isfrom aformer marriage or <N> for
'No' if not.

Percentage of Unpaid Enter percentage between 5 and 100.

Retired Pay:

Priority: Enter priority between 1 and 99.

Sameas. This fidd dlows you to copy a saved address of the soldier's
information, including previous family members addresses.

Street: Enter family member’s street address.

City: Enter family member’s city.

State: Enter family member’s Sate.

APO/FPO: Enter family member’s APO/FPO.

Gateway Area Code; Enter family member’s gateway area code.

Zip: Enter family member’'sa 5-digit or 9-digit ZIP code.

Country: Enter family member’s country of residence.

Foreign Postal Code:

Enter family member’ s foreign postd code.
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Date of Marriage:
Place:

Enter the date of marriage.
Enter place of marriage.

Pressing <F3> will take you to Page 2 of SBP Information screen.

| FIRAHCIAL IHSTITUTION THFORHATIOM:;
Bank Rowting Humber:
Becount Humber:

Financial
Btreet Address:

Institution Hame;

Information (Page Z of 3

Type of Bccount:

|Cieyg:

| CORRESPOMDEHCE ADDRESS:

_ Gateway Area Code: _

|Fhone Hunber:

F3 = SAUE to commit work: FE s CAHCEL:
Saldier's Bank Aoutina Hunbs

Edd
SSN:

Name:

Rank:

Bank Routing Number:
Type of Account:
Account Number:
Financid Inditution Name:
Street Address:

City:

Sate:

ZIP Code:

Same as.

CORRESPONDENCE ADDRESS
Street:

City:

State:

APO/FPO:

Gateway Area Code:
ZIP Code:

Country:
Foreign Postal Code:
Phone Number:

Stake: __  ZIP Code:

Samwe as:

State: _ Foreign State:

ZIF Code: -

Foreign Postal Code:

FB-F4 = PREW PAGE

Description

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.
Enter bank routing number of soldier.

Enter “C” for Checking or “S’ for Savings.

Enter account number of soldier.

Enter name of soldier’ sfinancid inditution.

Enter Street address of soldier’ sfinancid ingtitution.
Enter ity of soldier’ sfinancid inditution.

Enter date of soldier’ sfinancid indtitution.

Enter the 5-digit or 9-digit ZIP code of soldier’ sfinancid inditution.

This fidd lets you copy a saved soldier’s address into the
correspondence address.

Enter street of soldier’s correspondence address.
Enter city of soldier’s correspondence address.
Enter Sate of soldier’ s correspondence address.

Enter “A” for APO or “F’ for FPO of soldier's correspondence
address.

Enter gateway area code of soldier’ s correspondence address.

Enter the 5-digit or 9-digit ZIP code of soldier’s correspondence
address.

Enter country of soldier’s correspondence address.
Enter foreign postal code of soldier’ s correspondence address.
Enter the telephone number where soldier can be reached.

Pressing <F3> will display Page 3 of SBP Information screen.
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SBF Information {(Page 3 of 3)
+ _BOOTHG RECOROD =
| S5H: 939939999 Hame: GRCAT OUTOODRS
EE'S] I:IEII:E RODRESS: Same as:
Civg: State: _ roreign State:
| _ Gateway Area Code: _  ZIP Code: _
|Counmtry: _ Foreign Postal Code:
Phome Humber: BIT 981-8123
ARAY RESERUE COHPOHEWT HEHEERS HOT O ACTIWE OUTY RETIRIHG AT AGE &8 I
Will soldier ke receiving on the date of retirement any VA compensation
or salary from obher goversment agency: _
Tympe: Amount : Effective Date:
Agency Hame:
| Street:
State; __ ZIP Code; -
F3 = S5AVE to commik work: FS = CAHCEL:
FBAF1 = PRINT DO FORM 2656; F@-F4d = PREU PROE
‘,fCUT, 'HO', "SE", 'TR': F2 s CHOICES
Hedd
SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
Same as. This field dlows to copy in previous entered address of soldier into
correspondence address.
RESIDENCE ADDRESS
Street: Enter street of soldier’ s resdence address.
City: Enter city of soldier’ s residence address.
State: Enter date of soldier’s residence address.
APO/FPO: Enter APO or FPO of soldier’s residence address.
Gateway Area Code: Enter gateway area code of soldier’s residence address.
ZIP Code: Enter zip code (extension if applicable) of soldier’s resdence address.
Country: Enter country of soldier’s residence address.
Foreign Postal Code: Enter foreign postal code of soldier’s residence address.
Phone Number: Enter phone number where soldier can be reached.

Army Reserve Component Members not on Active Duty retiring at age 60.

Will soldier be receiving
on the date of retirement

any VA compensation or
sdary from other

government agency?.

Type:

Amount:

Effective Date:

Agency Name:

Agency Stre-t:

Agency City:

Agency State:

Agency ZIP Code:

Press <F3> to commit work.

Enter <Y> for Yesor <N> for No.

Enter type of payment or sdlary.

Enter amount of payment or sdary.

Enter date payment or sdlary is effective.

Enter agency name from which payment or sdary isreceived.

Enter Street address of agency.

Enter city of agency.

Enter state of agency.

Enter zip code (extension if applicable) of agency.

Pressng <F8/F2> will take you to print destination screen from where
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you can print DD Form 2656.
5.3.1.47 Batch Update Pre-Retirement Briefing Attendance.

This information is used to batch update multiple soldier records with the date the soldiers attended their
pre-retirement briefing. Sdection of this option from the “ Retirement Menu” will display the following
screen.  This screen lets you enter the soldiers who attended their pre-retirement briefing on the date
specified. Y ou can produce arogter that lists the SSN, Name, and Rank of each attendee. Information
you enter on this form updates the “ Date Attended Pre-Retirement Briefing” in the data base.

Batch Update Pre-Ret Briefing Attendance
Date of Briefing:

S5H: Hame : Rank:
SSH: Hame: Rank:
S5H: Hame: Rank:
S5H: NHame: Rank:
SSH: Hame: Rank:
SSH: Hame: Rank:
S5H: Hame: Rank:
S5H: Hame: Rank:
SSH: Hame: Rank:
SSH: Hame: Rank:
SSH: Hame: Rank:
S5H: Hame: Rank:
SSH: Hame: Rank:
SSH: Hame: Rank:
SSH: Hame: Rank:
F3 = S5AVE to commit work: F8~-F1 = PRINT;
FB8-F3 = BOTTOH; F8-F5 = PGDH; F8-F6 = PGUP; F6 = CAHCEL

Figure 5.3-57. Batch Update Pre- Retirement Briefing Attendance

Hedd Destription

Date of Briefing: Enter date of pre-retirement briefing for which you want to update
attendance. If data aready exists for a briefing date, it will populate the
form when cursor isout of thisfield.

SSN: Enter the soldier’s SSN. When cursor is out of thisfield, the Name and
Rank fidds are automatically populated. If a SSN that is not in the
database is entered, a warning message will appear.

Name: Soldier’ s name is populated from the database.
Rank: Soldier’ srank is populated from the database.
Press <F3> to commit work or <F8/F1> to print or <F6> to cancdl.

5.3.1.48 DA Form 31 Information.

Use this form to collect information needed to generate a Request and Authority for Leave (DA Form
31). For more details, refer to paragraph 5.3.1.16.

5.3.1.49 Soldier AddressInformation.

Use this option to view or edit the various addresses of a soldier, without having to page through any
other forms. Selection of this option from the “Retirement Menu” will display the following screen.

Soldier Address Information

55H: 999999999 Hame: EHLISTED GUY

F3 = SAVE to continue; F8-F3 = Auto Paging; FBb

Figure 5.3-58. Soldier Address Information

The first screen displayed requests the soldier’s SSN.  After entering a valid SSN, press <F3> to
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display an address menu. Press <F8/F3> to page through each address entry screen without using the
address menu.

Soldier Address Information Henu
Correspondence Address
Current Address
Home Of Record Address
Hearest Relative Address

Residence HAddress
Separation-Retirement Address
; Transition Leave Address
. Return to Haster Henu

For further details refer to paragraph 5.3.1.17.
5.3.1.50 Physical Disability Menu.

This menu, gives you access to the items used in processing Physica Disability Separation’ Retirement
cases. Sdection of this option from the “ Separation Processing Menu” will display the following screen.

PHYSICAL DISABILITY INFO AND REPORTS 1
>1. ViewsPrint POB Soldier Information
2. View HotificationsRecall Report

3. Print Hotification-Recall Report

4. Acknouledge Recall of Soldier

99. Return to Haster Henu

Fgure5.3-59. Physcd Disdbility Menu
5.3.1.51 View/Print PDB Information and Reports

This item gives you access to the two Physica Disability Information screens, that alows you to view
and print the information needed for Physica Disability Separations and Retirements. Sdection of this
option from the “Physicd Disability Information and Reports Menu” will display the following screen.

UIEL-PRINT SOLDIER PHYS DISABILITY IHNFOD
SSH: 099999999 Hame: GREAT OUTDOORS

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CANCEL

Figure5.3-60. View/Print PDB Information and Reports

Eedd

SSN: Enter the soldier’s SSN or press <F2> for choices.
Name: The soldier’s name is popul ated from the database.
Rank: The soldier’ srank is populated from the database.

Press <F8/F1> to print or <F8/F2> to view the information or <F6> to cancel. Pressng <F8/F2> will
take you to the disability information’ screen.

Press <g> to quit. Pressng <F8/F1> will take you to the print destination screen. Enter the number of
copies, printer class, and the printer name for printing the trangtion/retirement documents. Press <F3>
to print or <F6> to cancel.

5.3.1.52 View Notification/Recall Report

This item gives you access to view the soldier’s natification/recall report. Sdlection of this option from
the “Physica Disability Information and Reports Menu” will display the Notification/Recall Report.
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5.3.1.53 Print Notification/Recall Report

This item gives you access to view the soldier’s notification/recal report. Selection of this option from
the “Physicd Disability Information and Reports Menu” will display the following screen.

Print Destination (v. 2.82)

Humber of Copies: 81

Printer Class: LASER PRINTER
Printer Hame: SLAVE PRIHTER

F3 = SAVE to print; F6 = CANCEL

Figure 5.3-61. Print Notification/Recall Report
Enter the number of copies, printer class, and the printer name. Press <F3> to print or <F6> to cancel.
5.3.1.54 Acknowledge Recall of Soldier

This item gives you access to the soldier’s physica disability case recal acknowledgement. Selection of
this option from the “Physca Disability Information and Reports Menu” will display the following
screen.

Acknouledge Recall of PDB Case

55H: 999999999 Hame: GREAT OUTDOORS Rank: SFC

HOTE: The installation Transition Point must enter 'Y’ on
this screen to remove the soldier from the Recall Report

Transition Point has bheen notified of recall: _

F3 = SAVE to continue: FB = CHANCEL to abort

Figure 5.3-62. Acknowledge Recdll of Soldier

EHdd Description

SSN: Enter the soldier's SSN or press <F2> for choices.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
Trangtion Point has been Enter <Y> or <N>

notified of recall:

Press <F3> to continue or <F6> to cancdl.
5.3.1.55 Documents Menu.
When you sdlect this menu from the “ Peacetime Menu,” the following screen will appear.

Documents Henu 1
Print Documents for a Soldier I
Batch Print Documents

Print Certificates for a Soldier

.. Return to Haster Henu

Figure 5.3-63. Documents Menu
5.3.1.56 Print Documentsfor a Soldier.
Thismenu lets you print any of the following forms for asoldier:
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DD Form 214 DD Form 2656 — 1 DA Form 1506

DD Form 214WS DD Form 2656 —1 -1 DA Form 2339

DD Form 2656 DA Form 31 Savice Time
DD Form 2656 — | DA Form 31-1

When you highlight this option from “Documents Menu” and press <Enter>, the following screen will
appear.

F3 = SAVE to continue; F6 = CANCEL

Hedd Description

SSN: Enter the soldier’s SSN.

Name: The soldier’ s nameis populated from the database.
Rank: The soldier’ srank is populated from the database.

After entering avalid SSN, press <F3> to display the “Documents Browse Menu.”

Documents Browse Henu

(Certification of Release or Discharge from Active Duty’
0D Form 214U5 (D0 Form 214 Worksheet)
DD Form 2656 (Data for Payment of Retired Army Personnel)
DD Form 2656-1 (Data for Payment of Retired Army Personnel) - Instructions
DD Form 2656-1 (SBP Election Statement for Former Spouse Coverage)
DD Form 2656-1-1 (SBP Election Statement for Former Spouse Coverage) - Inst.
DA Form 31 (Request and Authority for Leave)
DA Form 31-1 (Request and Authority for Leave) - Instructions
DA Form 1586 (Statement of Service)
DA Form 2339 (Application for Uoluntary Retirement?)
Service Time (Service Computation for Separation-Retirement?

Fgure 5.3-64. Documents Browse Menu

The “Browse Menu” displays al the separation/retirement documents. To select documents you want
to print, highlight each document and press <F2> to mark. When done sdlecting the documents press
<Enter>. Upon sdecting certain documents, you will be prompted for a signature block or an address.
Additiond descriptionsfor printing certain specific forms follows.

. When you highlight this option
from “Print Documents for a Soldier Menu” and press <Enter> the following screen will gppesar.

DD Form 214 Soldier Signature Selection
»SOLDIER MILL SIGH

SOLDIER REFUSED TO SIGH

SOLDIER HOT AVAILABLE TO SIGH

Thismenuwill dlow you to select how the signature block on the DD Form 214 will appear.

” Sdlection of “SOLDIER WILL SIGN” will leave the sgnature block blank.

7 Sdection of “SOLDIER REFUSED TO SIGN” will populate the signature block with the text
“SOLDIER REFUSED TO SIGN.”

7 Sdlection of “SOLDIER NOT AVAILABLE TO SIGN” will populate the signature block with
the text “SOLDIER NOT AVAILABLE TO SIGN.”

To sdect aform for printing, highlight the desired form using the arrow keys and press<Enter>. Do this
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for each form you want to print. The following screen will appear.

00 Form 214 Signature Block Brouse Henu
HATASHA FATALE

To print, highlight your sdection and press<Enter>. Thiswill take you to printer slect screen.
Select Document Printers

Printer for Laser-Printed Forms:
Printer Hame: laser

Hou do you want the DO Form 214 to be printed? LAS

Draft Printer Number One:
Printer Hame: H-A

Draft Printer Number Tuo:
Printer Hame: HN-A

Printer for Continuation Pages-/Uariance:
Printer Class: H-/A
Printer Hame: HN-A

F3 = SAVE to continue; F6 = CANCEL to abort

This form dlows you to sdect the printer name and printer class. Pressng <F3> will print the
worksheet or <F6> will cance the printing operati on.

. When you highlight this option from
“Print Docunents for aSoI dler Menu” and press <Enter> the fO||0\NI ng screen will gppear.

Spousal Concurrence Witness

Certification Witness

= S5AVE to continue; F6 = CAHCEL

Edd

a1 Wolf the Han
>82 Frank N. Stein
11 MARLYCE HAAGENSOHN

12 PATRICK A. BARBER

13 THOHAS A. GRADY JR

14 ANTHOHNY F. LA SCOLA JR.
15 EHORY D. HEAL

Certification Witness: Enter the certification witness or press <F2> for choices.

Press <F3> to continue. Thiswill take you to the Print Destination screen.  Enter the number of copies,
printer class, and the printer name. Press <F3> to print or <F6> to cancdl.

DA Faorm 1506 (Statement of Service). When you highlight this option from “Print Documents for a
Soldier Menu” and press <Enter>, the following screen will gppesar.

5-90



Version 11.00 AlISM 25-P5B-A26-AIX-SUM 01 December 1999

g Addr for DA Form 1586

F3 = SAVE to continue; Fb6 = CANCEL

This screen displays information to complete a mailing address for DA Form 1506. Enter the complete
address for the DA Form 1506 and press <F3> to save.

. When you highlight this option from “Print
Documents for a Soldier Menu” and press <Enter>, the following screen will appear.

DA Form 2339 Signature Block Browse Henu
1 NATASHA FATALE
4 SUE H. HIDDLETOHN

This screen alows you to sdlect the gppropriate officda whose sgnature block will gppear on the DA
Form 2339. The SA maintains the menu. If the officid for signature authority is not gppropricte,
contact the SA.

5.3.1.57 Batch Print Documents.

This screen dlows you to batch print one form for multiple soldiers that you specify. When you highlight
this option from “ Documents Menu” and press <Enter>, the following screen will gppear.

Documents Brouwse Henu

(Certification of Release or Discharge from Active Duty)
0D Form 214U5 (D0 Form 214 Worksheet)
DD Form 2656 (Data for Payment of Retired Army Personnel)
D0 Form 2656-1 (Data for Payment of Retired Army Personnel) - Instructions
D0 Form 2656-1 (5BP Election Statement for Former Spouse Coverage)
DD Form 2656-1-1 (SBP Election Statement for Former Spouse Coverage) - Inst.
DA Form 31 (Request and Authority for Leave)
DA Form 31-1 (Request and Authority for Leave) - Instructions
DA Form 1586 (Statement of Service)
DA Form 2339 (Application for Voluntary Retirement)
Service Time (Service Computation for Separation-/Retirement?

Figure 5.3-65. Documents Browse Menu

The screen displayed alows you to specify the name of the form to print and identify the soldiers you
want forms printed for. When you highlight your selection and press <Enter> the following screen

appears.

00 Form 214 Signature Block Browse Henu
1 HATASHA FATALE
>2 HULL TEST

To print, highlight your selection and press<Enter>. Thiswill take you to the following screen.
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Identify Soldiers for Batch Printing

F3 = SAVE to commit work; F6 = CAHCEL

This screen displays information for batch printing a trangtion/retirement document.

Eedd Description

Document: Enter the trangtion/retirement document you want to print or press
<F2> for choices.

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.

Son: Enter the sgnature status of the soldier for the DD Form 214 or press

<F2> for choices.

soldier signature

>H will not sign
R refused to sign

To print, highlight your sdlection and press <Enter>. Press <F3> to commit work or <F6> to cancel.

5.3.1.58 Print Certificatesfor a Soldier.

When you highlight this option from “Documents Menu” and press <Enter>, the following screen will
appear.

Soldier for Printing Documents

Name:

F3 = SAVE to continue: F& = CANCEL

Figure 5.3-66. Identify Soldier for Printing Documents.
This menu lets you print any of the above certificates for a soldier that you specify.

Edd Degtription

SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

After entering avalid SSN, press <F3> to diolay the following “Browse Menu” (the certificates lis).
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Documents Brouwse Henu
Certificate of Appreciation
Certificate of Retirement

Department of the Army Certificate of Appreciation
General Discharge
Honorable Discharge

This menu displays dl the trangtion/retirement certificates. To sdect a certificate for printing, highlight
the desired certificate using the arow keys and press <F2> to mark it. Do thisfor each certificate you
want to print. To print, press <Enter>. Upon sdecting certain certificates, you will be prompted for a
sgnature block.

5.3.1.59 Certificate of Appreciation.
Sdection of this option from the “Print Certificates for a Soldier Menu” will present the following screen.

CERTIFICATE OF APPRECIATIOHN

Insert the certificate and adjust it so that the first line to he
printed is under the print head. Verify that the printer is set for
6 lines-per-inch vertical spacing and 18 characters-per-inch horizontal
spacing. UWhen ready, press RETURHN to begin printing.

In case you have not hooked a printer to your termind, then the following warning message will appesar.

Press <Enter> to print or any other key to exit.

5.3.1.60 Certificate of Retirement.
Sdlection of this option from the “Print Certificates for a Soldier” menu will present the following screen.
CERTIFICATE OF RETIREHENT
Insert the certificate and adjust it so that the first line to be
printed is under the print head. Verify that the printer is set for

6 lines-per-inch vertical spacing and 18 characters-per-inch horizontal
spacing. UWhen ready, press RETURN to begin printing.

Press <Enter> to print. In case you have entered the SSN of a soldier who is not retiring, then an error

message will appesr.

5.3.1.61 Department of the Army Certificate of Appreciation.

Sdection of this option from the “Print Certificates for a Soldier” menu will present the following screen.
DEPARTHENT OF THE ARHY CERTIFICATE OF APPRECIATION

Insert the certificate and adjust it so that the first line to he
printed is under the print head. Verify that the printer is set for

6 lines-per-inch vertical spacing and 18 characters-per-inch horizontal
spacing. When ready, press RETURH to begin printing.

Press <Enter> to print.
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5.3.1.62 General Discharge.
Sdection of this option from the “Print Certificates for a Soldier” menu will present the following screen.

Discharge Certificates Sighature Block Browse Menu
1 HATASHA FATALE
4 SUE H. HIDDLETOH

This menu dlows you to select the gppropriate officia whose Sgnature block will appear on the Generd
Discharge and Honorable Discharge certificates. The SA maintains the sgnature block menu. If the
Officid for sgnature authority is not gppropriate, contact the SA. Highlight your sdlection and press
<Enter>. In case you have entered the SSN of a soldier who is not separaing/retiring, then the
following error screen will appear.

ERROR - WROWNG CHARACTER OF SERVICE

This soldier is not separating-sretiring with a ’'Character of Service’
of "Under Honorahle Conditions (General)", therefore a "General
Discharge” certificate will not be printed.

RETURH to continue

Press <Enter> to continue.
5.3.1.63 Honorable Discharge.
Sdection of this option from the “Print Certificates for a Soldier” menu will present the following screen.
Discharge Certificates Signature Block Brouse Henu
NATASHA FATALE

HULL TEST
SUE H. HIDDLETON

This menu alows you to select the gppropriate officia whose signature block will appear on the Generd
Discharge and Honorable Discharge certificates. The SA maintains the signature block menu. If the
Officid for sgnature authority is not gppropriate, contact the SA. Highlight your sdection and press
<Enter>.

HONORABLE DISCHARGE

Insert the certificate and adjust it so that the first line to be
printed is under the print head. Verify that the printer is set for
b lines-per-inch vertical spacing and 18 characters-per-inch horizontal
spacing. UWhen ready, press RETURH to begin printing.

Press <Enter> to begin printing. In case you have entered the SSN of a soldier who is not
separding/retiring, then an error message will appear.
5.3.1.64 OrdersMenu.

This menu provides access to functions that let you issue, reprint, query/delete orders, and maintain an
orderslog. When you sdlect this menu from the * Peacetime Menu,” the following screen will gppesar.

Orders Henu
Issue Orders
Edit Reprint Orders
Query Orders Henu

Orders Log
Delete Orders

. Soldier Information
. Return to Haster Henu

5HA



Version 11.00 AlISM 25-P5B-A26-AIX-SUM 01 December 1999

Figure 5.3-67. Orders Menu

5.3.1.65 Issue Orders.
When you select this menu from the “Orders Menu,” the following screen will appear.

Issue Orders
5S5H: 999999999 MHame: GREAT OUTDOORS Rank: SFC

Primary Format: _

Primary Version: __
OPTIONAL

Secondary Format: _

Secondary Uersion: __

F3 = SAVE to continue: F& = CHNCEL

Figure 5.3-68. Issue Orders Issue Orders

Eedd

SSN: Enter the soldier’s SSN or press <F2> for choices.
Primary Format: Enter the primary format or press <F2> for choices.
Primary Verson: Enter the primary version or press <F2> for choices.
QPTIONAL

Secondary Format: Enter the secondary format or press <F2> for choices.
Secondary Verson: Enter the secondary version or press <F2> for choices.

Press <F3> to continue. This will display the following screen in respect of ‘Order format 266 data
entry form’

Orders Format 266 Data Entry Form

55H: 299009993 Hame: GREAT OUTDOORS Rank: 5FC
Unit of assignment: HHOD 3-28 S5F FLHG

Install: §T: _ WAPO-FPO:_ Gateway:__ ZIP:
Hational Buard State:

Effective date: _ y

Army Hational Guard unit:

Hational Guard grade of rank: _
Hational Guard basic bramch: __
Hational Buard component: AR
Last permanent duty station:

HHO 3-28 SF FLHG ¢ b

Account ing classificaktion:

Percentage of disability: ___
PEBD: HA

F3 = SAVE to commit work: F6 = CANCEL

Edd Description

SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
UIC: Enter the UIC.

Unit of Assgnment: Enter the unit of assgnment.

Ingall: Enter the ingtdlation name.
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ST:

APO/FPO:

Gateway:

ZIP.

National Guard State:
Effective date:

Army Nationa Guard Unit:
Nationd Guard grade of rank:

National Guard basic branch:
National Guard component:
Last Permanent duty station:
Accounting classification:
Percentage of disability:

PEBD:

Enter the ingtdlation state code.

Enter the ingtalation APO/FPO indicator.

Enter the ingtallation gateway area code.

Enter the ingadlation zip code.

Enter the two-|etter state code of the soldier’s Nationa Guard State.

Enter the effective date of rdlease from ADT in the sandard date format
or type “today” to get today’s date or type “t+7” to get the date 7 days

from today.

Enter the soldier’ s Army National Guard Unit.

Enter the soldier’s Nationd Guard grade of rank or press <F2> for
choices.

Rank 266

>PU1
PU2

PRIUATE E1
PRIVATE E2

PFC
SPC
CPL
SGT

PRIVATE FIRST CLRASS
SPECIALIST 4

CORPORAL

SERGEANT

STAFF SERGEANT

SERGEANT FIRST CLASS
FIRST SERGEANT

MASTER SERGERNT

SERGEANT HAJOR

COMHAND SERGEANT HAJOR
SERGEANT HAJOR OF THE HARHY
UARRANT OFFICER W1

CHIEF WARRANT OFFICER M2
CHIEF WARRANT OFFICER W3
CHIEF WARRANT OFFICER W4

SS6
SFC
156
HMSG
SGH
CSH
SHA
uo1
Cuz
CuU3
Cu4

Enter the soldier’ s Nationa Guard basic branch.

Enter the soldier’ s component.

Enter the actud location of the soldier’s last permanent duty station.
Enter the accounting classfication.

Enter the percentage of disability the soldier has received during active
duty. Enter adisability percentage between O - 100. Enter ‘'n’ or ‘n/a
if not gpplicable.

The PEBD is a protected fidld. The PEBD is populated from the
ILIDB. If the PEBD fidd is blank, a vaid pay dae vadue must be
entered via the Soldier Information form before the order being issued
will be saved to the database as a draft or fina order.

Press <F3> to commit work or <F6> to cancel the operation. All other formats of data entry forms are
described in Section 9 of this manud.

5.3.1.66 Edit/Reprint Orders.
When you sdlect this menu from the “ Orders Menu,” the following screen will gppear.

554: 999999999

F3 =

Edit-Reprint Orders

Hame: GREAT OUTDODRS Rank: SFC

F6 = CHHCEL

SAVE to continue;
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Figure 5.3-69. Edit/Reprint Orders

Enter the individua’s SSN for the order that needs to be edited and/or reprinted. You will then be
shown amenu with al avallable draft and find orders that can be edited and/or reprinted.

Edit Reprint Orders Henu
999998828 TUENTYEIGHTH DJHS TEST LTC

STATUS ORDER DATE PRIHARY SECOHDARY
NUMBER PRINTED FORMAT FORHAT
>Final g99-1828 1997.-84.-89 612

Highlighting your sdlection and pressng <Enter> will take you to printer destination screen. Enter This
screen dlows you to enter the number of copies, printer class, and the printer destination for printing the
trangition/retirement documents. Press <F3> to print or <F6> to cance the print request. In casethere
are no draft or find order for the soldier sdlected, then the following note will appear.

There currently aren't any draft or final orders for S5H 128128128

RETURH to comtinue

Press <Enter> to continue.
5.3.1.67 Query Orders.

This selection will query the database for dl existing orders for a specified order date. When you select
this menu from the “ Orders Menu,” the following screen will appear.

Ouery Orders Henu 1
Orders By Order I:Iatel
Query Orders By Format
3. QOuery Orders By 55H
99. Return to the Haster Henu

Fgure 5.3-70. Query Orders Menu
5.3.1.68 Query OrdersBy Order Date.
When you select this menu from the “ Query Orders Menu,” the following screen will appeer.
Orders By Order Date
Order date:
F3 = SAVE; F6 = CANCEL

Figure5.3-71. Query Orders By Order Date

This screen prompts for an order date and then gives a ligt of dl exigting orders for that order date.
Enter the order date in the standard date format. In case there are no orders published on the specified
order date, then the following message will appear.

Ouery Orders By Order Date - 81 January 1998

Press <g> to quit. Pressing <F3> will take you to print destination screen. Enter the number of copies,
printer class, and the printer destination for printing the trangtion/retirement documents. Press <F3> to
print or <F6> to cancel the print request.

5.3.1.69 Query OrdersBy Format
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When you sdlect this menu from the “ Query Orders Menu,” the following screen will appeer.

ey Drders By Fermsl
Farmak !

From dake

To date
F3 = SAUE; F6 = CRHCEL

Figure5.3-72. Query Orders By Format

This screen prompts for a Format Number and then queries the database for al existing orders for that
format.

Edd Description

Format: Enter the format number or press <F2> for choices.
From date: Enter from date in standard date format. (Optiona)
To date: Enter to date in standard date format. (Optiona)

Pressng <F3> will take you to print destination screen. Enter the number of copies, printer class, and
the printer destination for printing the trangition/retirement documents. Press <F3> to print or <F6> to
cancel the print request. In case there are no orders published on the specified order format, then the

following message will gppear.

Ouery Orders By Format - 266 from Bl January 1992 to Bl January 1998

Ho orders puhblished
(EOF)RETURH to continue; h for HELP; o

Press <g> to quit.
5.3.1.70 Query OrdersBy SSN
When you sdect this menu from the “Query Orders Menu,” the following screen will appear.

Fgure 5.3-73. Query Orders By SSN

This screen prompts for a SSN and then gives alist of dl exigting fina orders for that SSN. Enter the
SSN of theindividud you want alist of orders. Pressng <F3> will produce the following screen.

Query Orders By Social Security Humber - 999998823

Order Date Primary Secondary Name Status
Number Format Format

B99-1819 19978469 526 TUENTYEIGHTH DJHS TEST Deleted
A99-1828 1997.-84./89 612 TUENTYEIGHTH DJHS TEST Printed
: quit

CEOFJRETURH to continue; h for HELP: o
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Press <g> to quit.
5.3.1.71 OrdersLog.

This option generates a log of dl orders issued for a specified date. When you sdlect this option from
the “Query Orders Menu,” the following screen will appear.

Orders Log

Order date:

SAVE; F6 = CANCEL

Figure5.3-74. OrdersLog

Enter the order date in standard date format. Press <F3> to take you to the print destination screen.
Enter the number of copies, printer class, and the printer destination for printing the trangtion/retirement
documents. Press <F3> to print or <F6> to cancel the print request.
In case there are no orders published for the order date pecified then the following warning screen will
appear.
Orders Log For - Bl January 1995
No orders published

Order numbers not used BB81 through 5888
(EOF)RETURH to continue; h for HELP: ¢

Press <g> to quit.
5.3.1.72 Delete Orders.
When you sdlect this option from the “ Query Orders Menu,” the following screen will appeer.

= SAVE; F6 = CAHNCEL

Figure5.3-75. Delete Orders

This screen alows you to mark an order as being deleted. Enter the order number and the date of the
order that you want to delete. Press <F3> to delete or <F6> to cancdl.

5.3.1.73 Soldier Information

Use this information to collect basc information used for completing various retirement records. This
item, gives you access to four pages of soldier information screens that let you initiate and update the
soldier information file.

Refer to paragraph 5.3.1.3 for more details in filling the fidlds of dl four pages of Soldier Information.
5.3.1.74 SIDPERS Transaction Menu

The SIDPERS Transaction Menu is no longer available for TRANSPROC Users.

5.3.1.75 ReportsMenu

This menu provides access to various management information reports. When you select this menu
from the “ Peacetime Menu,” the following screen will gppear.
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Reports Henu
ETS/ESA Loss Report
SBP Election Report
Finance Confirmation Report
Pre-Separation/Pre-Retirement Briefing Report

Transition Statistics Report
Tagged-Archived Soldier Information Report
Transition Totals Report
Early Retirement Eligibility Report

. Return to Haster Henu

003 =1 O R e L) Mol

Figure5.3-76. Reports Menu
5.3.1.76 ETSESA LossReport

This report ligts officers, warrant officers, and enlisted personne digible for separation or retirement. It
can be viewed on-screen or sent to aprinter. 'Y ou can generate the report, which shows the Expiration
Term of Service (ETS) or Expiration of Service Agreement (ESA) of personnel on the basis, of Unit
Identification Code (UIC). You can dso generate a report showing information for any combination of
officers, warrant officers, and/or enlisted personnel. The report is generated according to the range of
separation/retirement dates specified.  When you sdect this menu from the “Reports Menu,” the
following screen will appear.

ETS~ES5A Loss Report
uic:
Report On:
Officer: _
Warrant Officer: _
Enlisted: _
Separation-Retirement Date:
From: To:

F8,F1 = PRINT; F8-F2 = VIEUW; F&6 = CANCEL

Figure5.3-77. ETS/ESA Loss Report

Hedd Description

uUIC: Enter the UIC or press <F2> for choices.
Officer: Enter <Y> for Yesor <N> for No.
Warrant Officer: Enter <Y> for Yesor <N> for No.
Enliged: Enter <Y> for Yesor <N=> for No.
Separdtion/Retirement Enter beginning dateas YYYY/MM/DD.
Date From:

Separation/Retirement Enter ending date as YYYY/MM/DD.
DateTo:

Press <F8/F1> to print the report or <F8/F2> to view the report or <F6> to cancel. Pressing <F8/F1>
will take you print destination screen. By pressng <F8/F2> you can view the report.

UHITS WITH HO SOLDIERS MATCHIAG
REFDAT CRAITEARIM

UHIT HaHE

UBBT HISSILE AHOD SPRCE 1HT CTR

$ RLTURK to continue; h for HELP, o to quit |
Press <g> to quit.
5.3.1.77 SBP Election Report
When you sdlect this menu from the *Reports Menu,” the following screen will appesar.
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SBP Election Report

Retirement Date:

From: To:

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CAHCEL

Figure 5.3-78. SBP Election Report
This screen provides entry fields used to designate the criteria for the SBP Election Report.

Edd -
Retirement Date From: Enter beginning date, as YYY'Y/MM/DD.
Retirement Date To: Enter ending date, as YYYY/MM/DD.

Press <F8/F1> to print report or <F8/F2> to view the report. If you press <F8/F2>, then the
fallowing sample report will appeer.

SBF Election Report

ransition Center: FORT CAOUH RIDGE, e 22A38
Today's Dote: 1998-83-18 Time: 1386

From: 1992-B1-91 Ta: 19SE-81-81

Humbker Of People Total
og mber Of Uho Clected SBP Humber OF
Pnum-u People Uho Elected 5BF  Supplemsntal OF People Uho
u Declingt =reeesccescssesscesses  cssessseeesseeeee= C]gpekad SEP
Hinimun Redueced Full 5¢ 18¢ 15% 28 Supplemental

EEETEEE  EEEEEEE EEEE WSS RS RS B e

a 3] a a a8
a a a a a
5 1 L a a a a3 a
RETURH to continue; h for HELP; g to guit

Press <g> to quit.
5.3.1.78 Finance Confirmation Report
When you sdlect this menu from the “Reports Menu,” the following screen will gppesr.
Finance Confirmation Report
Separation Date:
To:
SSN:

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CANCEL

Figure 5.3-79. Finance Confirmation Report

Eedd Description
Separation Date from: Enter beginning date.
Separation Date to: Enter ending date.
SSN: Enter SSN.

Press <F8/F1> to print report or <F8/F2> to view the report. If you press <F8/F2>, then the
following sample report will appear.
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Fouo
Transition Center: FORT CROWUH RIDGE, URA 22838

Finance Confirmation Report

Today’s Date: 1998-B3-18 Time: 1388

: EHLISTED GU¥Y
: 999999999

: WGEH26 Unit Hame: BB95 CS CO ATST AUG 1
Basic Active Service Date:
Transition Leave Start Date:
Excess Leave Start Date: 199&8-81.81
Lost Time Dates: HOHE
Final Separation Processing Date:
Separation Date:
SPD Code:
RETURH to continue; h for HELP; g to guit

Press <g> to quit.
5.3.1.79 Pre-Separate/Pre-Retire Briefing Report
When you sdlect this menu from the “Reports Menu,” the following screen will appear.

Pre-Separation-Pre-Hetirement Briefing
Type of Briefing:
Type of Report:

Separation~-Retirement Date:

From: To:

Enter the number of days preceding
the ETS~/ESA date:

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CANCEL

Figure 5.3-80. Pre-Separate/Pre-Retire Briefing Report

This screen provides entry fields used to designate the criteria for the Pre-Separation or Pre-Retirement

Briefing Reports.

Edd Description

Type of Brigfing: Enter <S> for Separation or <R> for Retirement.
Type of Report: Enter <E> for Eligible or <N> for No- Show.
Separation/Retirement Enter beginning date, as YYYY/MM/DD.

Date From:

Separdtion/Retirement Enter ending date, as YYYY/MM/DD.

DateTo:

ETS/ESA date: Enter the number of days before ETSESA date.

Press <F8/F1> to print report or <F8/F2> to view the report.

5.3.1.80 Trangtion Statistics Report
When you sdlect this menu from the “ Reports Menu,” the following screen will appesar.

Transition Statistics Report

Separation Date:

From: To:

F8-F1 = PRINT; F8-F2 = UIEW; F6 = CAHNCEL
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Figure 5.3-81. Trandtion Statistics Report
This screen shows criteriafor the Trangition Statistics Report.

Hedd Description
Separation Date From: Enter beginning date, as YYYY/MM/DD.
Separation Date To: Enter ending date, as YYYY/MM/DD.

Press <F8/F1> to print report or <F8/F2> to view the report. If you press <F8/F2>, then the
following sample report will appear.
Fouo
Transition Center: FORT CROWH RIDGE, YA 22838

Transition Statistics Report

Today’s Date: 1998-83-18 Time: 1312
From: 1992-81.-.81 To: 1998-81-81

Number Transitioned:

Warrant
Type Of Transition Officer Officer Enlisted

Resignhation

Uoluntary Discharge

Uoluntary Release from Active Duty
(REFRAD) or Transfer

Involuntary Discharge

Involuntary REFRAD or Transfer

Ret irement

_RETURH to continue; h for HELP; g

Press <g> to quit.
5.3.1.81 Tagged/Archived Soldier Information
When you sdlect this menu from the “Reports Menu,” the following screen will appear.

gged-Archived Soldier Information Report

55H: Name: Rank:

F8-F1 = PRINT Tagged-Archived Info; F8-F2 = UIEW; F6 = CANCEL|

Figure 5.3-82. Tagged/Archived Soldier Information

Use this screen to indicate the soldier for whom the report is to be produced. Enter the soldier’s SSN
to obtain tanaed or archived information. The soldier's name and rank are displayed and protected.
Press <F8/F1> to print report or <F8/F2> to view the report.

5.3.1.82 Transition Totals Report
When you sdlect this menu from the “Reports Menu,” the following screen will appear.

Transition Totals Report

Rank: _ Component: _

uic:
Last Duty UIC:

Last Duty Assignment:

Separation-Retirement Date betueen:
From: To:

F8-F1 = PRINT; F8-,F2 = UIEW; F6 = CANCEL

Figure 5.3-83. Trangtion Totas Report
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This screen provides entry fields used to designate the criteriafor the Trangtion Totas Report.

EHdd Description

MPC: Enter “O” for Officer, “W” for Warrant Officer or “E” for Enlisted or
severd MPC using the multi-mark menu.

SPD: Enter a snale or multiple (Separation Program Designator) SPD codes.
Press <F2> for Choices.

Rank: Enter sngle rank or saverd ranks using the multi-mark menu.

Component: Enter single component or severa components using the multi-mark
menu.

UIC: Enter unit identification code.

Separation/Retirement Enter beginning date, as YYYY/MM/DD.

Date From:

Separation/Retirement Enter ending date, as YYYY/MM/DD.

DateTo:

Press <F8/F1> to print report or <F8/F2> to view the report. If you press <F8/F2>, then the
following sample report will appear.

rapsition Center: FORT CAODUH RIDGE, VA ZZR3B

Transition Totals Report
oday's Date: 1998-83-18 Time: 1346

[Selection Criteria Used

PE: EHLISTED

[SP0: JBKE AR G38-288, CHAP 4 COMPLCTIOH OF REDUIAED ACTIVE SERUICE
Aank: S6T  SEAGERHT

omponent - A AEGULGS a8HY

LI weaRa

agk Duky UIC-Fssignment  UBHWB-UBHT USA SEF TR PT-HICOH
Separation Date: From [992-B1-81 To 1998-81-B1

umber of Soldiers Beeting this Criteria: @
fE0Fy FLFURAH to contanue; b for WELP; g to guit |

Press <g> to quit.
5.3.1.83 Early Retirement Eligibility Report
When you sdlect this menu from the “Reports Menu,” the following screen will appear.

Carly Retirement Eligibiliky Report

Years Henths Days
¥ears in Servige: freater thon or equal fo: 15 i

Less than: 8 [T} ik ]
As af:

HOS~ROLC

Fa-F1 = PRINT; F8-F2 = UIEU; FE = CAHCEL

Figure 5.3-84. Early Retirement Eligibility Report

This screen lets you select criteria for early retirement digibility. This screen may dso be used for dl
retirement digibility.

EHedd Description

Greater than or equal ta:

Years. Enter number of years for minimum service time based on BASD.

Months: Enter number of months for minimum service time based on BASD.
Number must be less than 12.

Days. Enter number of days for minimum service time based on BASD.
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Number must be less than 30.

Lessthan:

Years Enter number of years for maximum service time based on BASD.

Months: Enter number of months for maximum service time based on BASD.
Number must be less than 12.

Days. Enter number of days for maximum service time based on BASD.
Number must be less than 30.

Asof: Enter the ending date for period of digibility based on BASD. For
example, the soldier may not be digible today, but would be digible
“Asof:” agpecific date.

MOS/AQOC: This fild can be used for specific MOS/AOC codes for early
retirement digibility. Enter the appropriate MOS/AOC codes or leave
blank.

Press <F8/F1> to print report or <F8/F2> to view the report. If you press <F8/F2>, then the
following sample report will appesar.

Transition Center: FORT CROWHM RIDGE, YA 22838

Early Retirement Eligibility Report

Today’s Date: 1998-83/18 Time: 1348

HO SOLDIERS HATCH CRITERIA SELECTED FOR THIS REPORT
(EDF) RETURH to continue; h for HELP: g to gui

Press <g> to quit.
5.3.1.84 Reserve/National Guard Active Duty Menu
When you sdlect this menu from the “ Reports Menu,” the following screen will gppear.

Reserve-Hational Guard Active Duty Henu
>1. Active Duty Report Information

2. Print Active Duty Report
99, Return to Haster Henu

Figure5.3-85. Reserve/Nationd Guard Active Duty Menu
5.3.1.85 Active Duty Report Information

This item, gives you access to three pages of screens that let you initiate and update an active duty
report information file. Any information aready in the database will be shown on the screen, for the
soldier specified. When you sdect this menu from the “Reserve/Nationd Guard active Duty Menu,” the
following screen will appear.
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Active Duty Report Info (Page 1 of 3)

* *
SSH: 999998828 Hame: TUWENTYEIGHTH DJHS TEST Rank: LTC

Class Humher:
Reserve Component: Retirement Year Ending:

To Military Department:

From Initial Active Duty Station:

F3 = SAUE to commit work; F6 = CAHCEL

Figure 5.3-86. Active Duty Report Information

This screen displays active duty information about a reserve/nationa guard service member.  For
information on completing the DD Form 220, see AR 135-210.

d -
SSN: Enter the soldier’s SSN.

Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.

The following fields are auttomaticdly pre-populated with information remembered from the last soldier
processed. If you wish to change the entry, take the cursor to the field and type over.

Class Number:
Reserve Component:
To Military Department:

Enter the soldier’ s class number.
Enter the soldier’ s reserve component.

Enter the military department address to gppear in block 3 of DD Form
220.

Enter the Initid Active Duty Station address to gppear in block 4 of DD
Form 220.

Pressing <F3> will take you to Page 2 of “Active Duty Information” form.
Active Duty Report Info (Page 2 of 3)

# _ADDING RECORD =
55H: 999998828 Hame: TUENTYEIGHTH DJHS TEST

From Unit Name:

Rank: LTC

Effective Date of Entry on HActive Duty: 1983-88-81
Reporting Date:

Date Departed from Duty Station for Home:

Length of Tour: _ Date Tour of Duty Terminated:

AUTHORITY FOR ACTIVE DUTY:
Orders: Par: Dated:
Headquarters:

F3 = SAVE to commit work; F8/F4 = PREUPAGE; F6 = CANCEL

EHdd Description

SSN: The soldier’s SSN is populated from the database.
Name: The soldier’ s name is populated from the database.
Rank: The soldier’ srank is populated from the database.
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Effective Date of Entry
on Active Duty:

Reporting Date:

Date Departed from Duty
Station for Home:

Length of Tour:

Dae Tour of Duty
Terminated:

Enter the soldier’ s effective date of entry on active duty.

The date of entry on AD will not be shown on orders. The U.S. Army
Reception Battdion or firsdae AD organization determines the date per
DODPM and the Joint Federal Travel Regulation (JFTR).

Enter the date specified in orders or the actua reporting date if later
than date specified.

Enter date departed from duty station for home.

Enter the soldier’s length of tour in number of days. This number must
be less than 90 if the soldier’ s component is ARNGUS or USAR.

Enter the date the soldier’ s tour of duty terminated. Thisis derived
by adding the soldier’s alowable travel time to the date the soldier
departed duty station for home.

The fallowing fidds are autometicaly pre-populated with information remembered from the last soldier
processed. If you wish to change the entry, take the cursor to the field and type over.

Authority For Active Duty:

Orders:

Par:

Dated:
Headquarters:

Remarks:

The following fields will gppear in block 13 of the DD Form 220. This
information is obtained from the soldier’ s orders to active duty.

Enter the orders number.
Enter the paragraph number.
Enter the orders date.

Enter the designation and location of the headquartersissuing orders.
Pressing <F3> will take you to Page 3 of “Active Duty Information” form.

Active Duty Report Info (Page 3 of 3)
# _ADDING RECORD +
SS5N: 999998828 HName: TWENTYEIGHTH DJHS TEST Rank: LTC

F3 = SAVE to commit work; F8-F4 = PREVPAGE; F6 = CANCEL

SSN:
Name:
Rank:
Remarks:

Press <F3> to commit work.

The soldier’s SSN is populated from the database.
The soldier’ s name is populated from the database.
The soldier’ srank is populated from the database.

Enter any applicable remarks. This field is autometicaly pre-populated
with information remembered from the last soldier processed. You can

change the entry, if you wish.
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5.3.1.86 Print Active Duty Report

This option lets you sdect the criteria to generate the Active Duty Report (DD Form 220). When you
select this menu from the “Reserve/Nationd Guard active Duty Menu,” the following screen will gppesar.

Print Active Dut
Print Option:

OPTIOMAL SELECTION CRITERIA:
Class Humher: B8B881

Date Departed From Duty Station To Home:
Begin: End:

F3 = SAVE to continue; F6 = CANCEL

Figure 5.3-87. Print Active Duty Report

Edd Description

Print Option: Enter “DD Form 220,” or “Memo Format™ or press <F2> for choices.
Class Number: Enter the class number.

Date Departed from Duty Enter this date (day) asYYYY/MM/DD.

Station to Home Begin:

Date Departed from Duty Enter thisdate (day) as YYYY/MM/DD.

Station to Home End:

Pressing <F3> will display the following screen.

55Hs for Printing

F3 = SAVE to commit work; F6 = CANCEL
F8-F4 = LASTPAGE; F8-F5 = PGUP; FB8-F6 = PGDON

This screen lets you add soldiers to the batch printing of the Active Duty Report (DD Form 220),
and/or delete soldiers before printing the report.

EHedd Description
SSN: Enter the soldier’ s SSN.
Name: The soldier’ s name is populated from the database.

Press <F3> to commit work or <F6> to cancd the operation. Pressing <F3> will take you to DD
Form 220 Signature Block Browse Menu. Highlighting your sdection and pressing <Enter> will take
you to print destination screen. Enter the number of copies, printer class, and the printer destination for
printing the transition/retirement documents. Press <F3> to print or <F6> to cancel the print request.

5.3.1.87 Ad Hoc Query.

“Ad Hoc Query” is areport generating utility, which alows you to custom design reports using specific
information from the DAMIS database. It is designed for those occasions when the standard reports
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are insufficient or ingppropriate, i.e., they contain ether too much or too little information, or the
information is not sorted to suit your needs. A query does not change the database; it just extracts data
for digplay or print. “Ad Hoc Query” is an easy-to-use interface that |ets non-programmers access a
database without having to cal upon a programmer. Y ou can specify the information you want included
in a report, and “Ad Hoc Query” will generate it. A more advanced user could custom design the
Structured Query Language (SQL) code generated by the program.

From the “Ad Hoc Query Man Menu,” you may create, edit, view and print basic and advanced
queries. The “new query” isbuilt in thisway and remains in memory until you log off the sysem. Once
you are satisfied that the query extracts the correct data, you can save it for re-use at a later date.
Saved queries are named and may be changed, deleted or printed through this module. Sdection of this
menu from the “PCS Menu (Norma)” will present the following screen.

Ad Hoc Query (v. 4.81)
Create a Basic Ad Hoc Quer
Create an Advanced Ad Hoc Ouery
Change a Saved Ad Hoc QOuery

Delete Ad Hoc Queries
Uiew/Print Saved Ad Hoc Ouery Results
Uiew Saved Ad Hoc Ouery Statements

Figure 5.3-88. Ad Hoc Query

For a complete tutoria on how to use the Ad Hoc Query application, please consult Section 7 of this
manud.

5.3.2 Transgtionto War Menu.

This sub-module has not yet been implemented.
5.3.3 WartimeMenu.

This sub-module has not yet been implemented.
5.3.4 Demobilization Menu.

This sub-module has not yet been implemented.
535 Customer Assistance Menu.

This menu alows you to access the screens used for obtaining assistance by telephone, by message, for
reporting a problem, and for obtaining TRANSPROC ISM data  Sdlection of this menu from the
“Masgter Menu” will display the following menu.

Haster Henu Customer Assistance Henu
Peacetime Henu >1. Telephonic
Transition to WUar Henu 2. MHessage
Wartime Henu 3. Problem Report
Demobilization Henu 4. ISH Data Sheet
Customer Assistance Henu
Problem Reports~ECP-5 Submission Henu
TRANSPRC InitializationsAdmin Henu
Installation-5Specific Applications Henu
Uiew Documentation-Regulations Henu

1.
2
3.
4.
’5.
6.
T.
8.
9.

Figure 5.3-89. Customer Assistance Menu
5.35.1 Teephonic.

This option alows you to obtain assistance by caling the ISM Customer Assistance Office (CAO).
You can contact this office 24 hours per day seven (7) days per week. When you select this option
from the “ Customer Assistance Menu,” the following screen will gppesar:
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Telephonic
Telephonic Assistance: <DSH 879-6798 <COHH. (52B8)538-6798
or 1(888)3B5-3836
FAX: <DSN 879-6889 <COMH. (528)538-6889

Be prepared to provide the following information.
- Hame of ISH (e.g. PERSLOC, EDHIS, DAHIS, ...
- Softuare Developer (if knhoun)
- Person Calling #Hame

#Address (normal mail>)

¥*E-mail Address

#Phone Humber <Commercial. DSH>
Organization (Office Symbol)
AIS Code - SIC Code - DPI Code
Content of Ingquiry or Comments

For specific information on any of the above, select ISH Data
Sheet from the Customer Assistance Henu.

RETURN to continue

Figure 5.3-90. Tdephonic

Please have the requested information available before the user places the phone cdl. The information
required, appears on the screen above. For amore specific information, sdect “ISM Data Sheet” menu
option.

5352 Message.
This option alows you to record conversations or notes. Y ou can send messages created through this

module to sdected addresses in dectronic or in hard copy form, depending on interfaces available to
theingdlation. This menu item is reserved for future devel opment.

5.3.5.3 Problem Report (PR).

Use this procedure to fill out an eectronic verson of DA Form 5005-R, ECP-S. After filling out the
form, you can print it or send it via dectronic mail. Once stored, you can recdl, edit, reprint, or
retransmit an ECP-S. To oet the information you need to report a problem with TRANSPROC, sdlect
menu item #3 and press <Enter>. The following screen will appesr.

Problem Report./ECP-S Henu
1. Add-Change Prohlem He-nrt/EEP—ﬂ
Uiew Problem Report-ECP-5

Delete Problem Report.ECP-5
Submit Prohlem Report~ECP-5

Figure 5.3-91. Problem Report
5.3.54 Add/Change ECP/PR.
Refer to paragraph 5.3.6.1 for more details.
5355 View ECP/PR.
Refer to paragraph 5.3.6.2 for more details.
5.3.5.6 Delete ECP/PR.
Refer to paragraph 5.3.6.3 for more details.
5.3.5.7 Submit ECP/PR.
Refer to paragraph 5.3.6.4 for more details.
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5.3.5.8 [SM Data Sheet.

Use this procedure to display afact sheet of information about TRANSPROC. The“I1SM Data Sheet”
screen dlows you to obtain information on the TRANSPROC I1SM. To obtain TRANSPROC ISM
data, select this option from the “Customer Assstance Menu,” and press <Enter>. The “ISM Data
Sheet” will appear in three screens as shown.

ISH Data Sheet (Page 1 of 2)

ADS5 Code: P5B

SIC Code: RAZ6

IIH Process Supported: 19.5.2
(Provide Administration Services)

I5H Functional Proponent: DH, OCSA

I5H S5AFP: DCSPER

ASD: SDC-U
SDC: SDC-W

RETURH = HEXT PAGE; F6 = CANCEL

Figure5.3-92. ISM Data Sheet
Press <F3> to view the next page or <Enter> to resume the application.

I5H Daka Sheet (Page & of Z)

8. GCeneral: This 150 supports the personnel portion of demobilization
and may be utilized to perform the peacetime {garrisonl
Hilitary Fersonnel CHILPER! functions iufpnrhlng
Separation Processing, Transition and Retirement, Documents,
Orders, SIOPERS Transactions and Reports.

[t facilitates the preparation and administrative handling
of records, forms, memos and orders: required forms have
been automated. The following is a list of forms that are
produced as output:

. DD Form Z14

. 00 Form 214 Worksheet
. DA Form 2339

. 0D Form 2856

HEXT PRGE; FB-FZ = PREUPRCGE; RETURN to continue

8. Oeneral: Cfcontinued)

§. Orders formats 266, 287, 274, - 454, 588,
581, 585, 52@ e 524, 526,
538, Sa%, BAA 628, GEA,
BEX, 6B, : GE7?, &E8A,
680, 692, A5

PGUP = PREV PRGE: F&+F2 = FIRSTPRACE; RETURH to continue

Press <Enter> to continue.
5.3.6 Problem ReportgECP-S Submission
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Use this procedure to fill out an eectronic verson of DA Form 5005-R, ECP-S. After filling out the
form, you can print it or send it via dectronic mail. Once stored, you can recdl, edit, reprint or
retransmit an ECP-S. When you sdect this menu from the “Master Menu,” the system displays the
following forms for reporting the problem and generating a DA Form 5005-R (ECP-S). Inthisoption
you can add anew ECP or PR or change one that is currently on the system. If the ECP-S has aready
been submitted then you will not be able to change it. Sdection of this option from the “Magter Menu”
will display the following forms for reporting the problem and generating a DA Form 5005-R (ECP-S).

Problem Report~ ECP-5 Henu
>1. HAdd- Change Problem Henrt/EEP—EI
Uiew Problem Report.ECP-5

2.
3. Delete Problem Report./ECP-5
4 Submit Problem Report-ECP-5

Figure 5.3-93. Problem ReportsECP-S Submisson Menu
5.3.6.1 Add/Change ECP/PR.
Sdection of this option from “ Add/Change/Delete ECP/PR Menu” will present the following screen.

* *
Originator Humbher: LAZ-A158-144 Type of Report: ECP-S

To: From:
ATTN:

Point of Contact: Telephone:
Title:

Priority:
ApplicationsVersion:

Executive S50 Baseline-Uersion:
Problem Date:

Job.Cycle-Program ID:

Title of Problem-Change:

F3 = S5AVE to continue; F6 = CANCEL
Figure5.3-94. ECP-S - DA Form 5005-R (Page 1 of 4)

Use this form to enter the information to generate a DA Form 5005-R (ECP-S) for thisISM. Y ou can
then forward this printed form to the appropriate office for consderation.

You assgn an originator number, comprising of AlS and Data Processing Ingtdlation (DPI) codes and

an ECP or PR sequence number for tracking and identification of reports. Pressing <F2> from the

Originator Number fidd will display a lig of reports previoudy generated that you can sdlect to

modify.

Eedd

Originator Number: Enter 11 position number constructed as follows. Pogtions 1-3: AIS
code. Use this ‘three pogtion’ code to identify the system. You can
find this on the ISM data sheet from the “ Customer Assistance’ option
on the“Master Menu.”

Positions 4 7: DPI code. Use this ‘four position’ code to identify the
inddlaion submitting the DA Form 5005-R. Contact DOIM ISM
Adminigtrator for this code.

Positions 811: Sequence Number. Use this four postion al numeric
code with the other two codes to uniquely identify the problem or ECP
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Type of Report:

From:

To:
ATTN:

Point of Contact:
Telephone:

Title

Priority:
Application/Verson:

Executive SW Bading/
Verson:

Problem Date:
Job/Cycle/Program ID:

Title of Problem/Change:

being reported on this DA Form 5005-R.

Enter the type of report or press <F2> for choices. Sdlect either ECP-
S or Problem Report. See your FA for ingtructions on what congtitutes
aPR or ECP-S.

Enter the unit rame, Indallation Name, and name of person reporting.
Enter “D” for Defense Switched Network (DSN). Commercid
telephone numbers should include the area code. Example: “Fort Lewis,
Ms. Sullivan, XXX- 357-6495.”

Enter the name of the organization where you want this ECP-S to be
sent.

Enter the name of the person to whose attention you wish the form
directed. Example: “Mr. Sam Wilson”

Enter the name of the Point of Contact (POC).

Enter the telephone number of the POC.

Enter thetitle of the POC.

Enter the Priority of the report, or press <F2> for choices.

Enter the name of the gpplication and the verson number. Example:
“TRANSPROC/10.00.”

Enter the user’ s Executive Software basdline. Example: P5B-10.0.

Enter the date the problem was detected in to the field in an accepted
date format. Y ou may enter “today” for the current date.

Enter the name or number of the problem job, cycle, and program. The
number of characters available on both linesis 66.

Enter a short description of the problem. Example: “Unit funds are
incorrect.” The number of characters available on both linesis 66.

Note: If you move the cursor back up to the Originator Number, you will lose dl of the changes that
you entered on this screen.  This happens when the program attempits to find your new ECP-Sitem. To
avoid this, do not press <Enter> on the last field of the form.

Once you enter the required data in this screen, press <F3> to continue to the second page of the
report or press <F6> to cancel. Pressing <F3> will digplay the following screen.

ECP-5 (DAS5885-R> (Page 2 of 4)
Originator Humber: LAZ-A1568-144
Description of Problem~Change:

F3 = SAVE to continue; F6 = CANCEL; FB.F4 = PREU PAGE
ECP-S - DA Form 5005-R (Page 2 of 4)
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This is page two of the data entry screens for entering the information to generate a DA Form 5005-R
(ECP-S) for thisISM.

Hedd Description

Originator Number: This fidd is populated automaticaly with the originator number entered
on the first page of the form.

Description of Problemy Enter abrief narrative describing the problem in sufficient detail to

Change: permit ready identification and evauation. Include a ligt of supporting

documentation available for research by SD. Example “Bdance for
Unit Fund was correct. However, mos financid statements for unit fund
after year end are incorrect.” The number of characters avallable is
960.

Once you enter the required data on the previous screen, press <F3> to continue to the third page of
the report or press <F6> to cancel. Pressng <F3> will digplay the following screen.

Originator Humber: LA2-A158-144
Effect on User:

Recommended Solution-sJustification:

F3 = SAVE to continue; F& = CANCEL; F8-F4 = PREV PAGE

ECP-S - DA Form 5005-R (Page 3 of 4)

This is page three of the data entry screens for entering the information to generate a DA Form 5005-R
(ECP-S) for thisISM.

EHdd Description

Originator Number: Thisfidd is populated automaticaly with the originator number entered
on the first page of the form.

Effect on User: Enter a description of how the problem impacts on the user. Example:
“Incorrect reports causing excessve expenditures of resources and lost
time.” The number of characters available is 420.

Recommended Solution/ Enter abrief description of the recommended solution for problem

Judtification: and itsjudtification. The number of characters available is 480.

After you complete entering informetion on the prior screen, press <F3> to continue to the fourth screen
of the report or press <F6> to cancel. To return to previous page, press <F8/F4>. Pressing <F3> will
display the following screen.
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ECP-5 (DASBA5-R) (Page 4 of 4)
Originator Humber: LAZ-A158-144
Remarks:

F3 = SAVE to continue; F6 = CAHCEL; F8-F4 = PREV PAGE
F8-F1 = PRINT; FB8-F3 = XHIT to transmit

ECP-S - DA Form 5005-R (Page 4 of 4)

EHdd Description

Originator Number: This fied is populated automaticaly with the originator number entered
on the first page of the form.

Remarks: Enter relevant remarks concerning the problem and its solution. The

number of characters available is 900.
Processing options from screen 4 are asfollows:

SAVE: When you complete the problem report, press <F3> to saveit.
CANCEL: If you decide to cancel the problem report, press <F6>.

PREV PAGE: To return to the previous page, press <F8/F4>.

TRANSMIT: If you are ready to transmit the report, press <F8/F3>. Thiswill present

the following warning screen before tranamitting.

WARHTHG
Drnoe you Submit & 5885-A, you will not be akle to
go back and change it. You could go ahead and save it now,

then re-submit 1t later through ‘Submit ECP-5 wenu option.

Press RETURH to Submit; FE to Canoel

Press <Enter> to submit or <F6> to cance the transmission request.
PRINT: To produce a printed copy of the report, press <F8/F1>.
5.3.6.1.1 Control Inputs.

To fill out an ECP-S, you require the originator number (a unique ECP-S identifier used to track and
recal an ECP-S) and problem report date. The originator number, which is supplied to the user when
filling out the ECP-S form, is composed of:

7 an AlS code
7 an unigue Ste identifier
7 a gte sequence number

Environment variables, which are set and exported in the “srtugISM” command file in the
TRANSPROC runtime directory, control the following parameters:

7 Site sequence number that is generated and incremented automaticaly.

7 AISCODE, the identifying code assigned to TRANSPROC AIS

7 DPI Code, a unique four-digit Ste identifier that is presst in TRANSPROC at
inddldion time
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7 ECPDIR, indicates the path where the ECP-S input and outpui files are stored
7 ECPDB isthe ISM identifier (TRANSPROC).

The environment variables dlow this procedure to be used with various ISM at different Stes without
changing the procedure itself.

5.3.6.1.2 Management Information.

Use the ECP-S Originator Number for tracking and later recal of the ECP-S from the STARS. The
system keeps the sequence number portion of this number [as an American Standard Code for
Information Interchange (ASCII) dring] in afile in the ECPDIR directory that has the suffix .”count.”
The filename is the concatenation of the ISM AIS Code and the local DPI code. The TRANSPROC
screen banner includes the software version number, requested on the DA Form 5005-R.

5.3.6.1.3 Input/Output Files.

Data entered into each of the four screens for the dectronic DA Form 5005-R are stored in ASCI| text
files named after the Originator Number with a screen sequence number (1, 2, 3, or 4) gpopended. A
directory named by the ECPDIR variable keeps thesefiles.

5.3.6.1.4 Output Reports.

If a LaserPro Express printer is available and has been configured for e as a laser printer with
TRANSPROC (refer to Procedure 7,4,1) the print option will print a facsmile of the DA Form 5005
R, with the information entered. Otherwise, it will print an gpproximation to the DA Form 5005-R usng
ASCII characters. If you choose the dectronic mail transmission option, the ASCII version isincluded
as the text of a message with “DA Form 5005-R (ECP-S)” and the current date as the subject. The
message can be directed to any addressee accessible from the TRANSPROC host.  The gze of the
output is about two pages.

5.3.6.1.5 Reproduced Output Reports.

You should keep copies or originds of ECP-S(s) in an ECP-S notebook until processed. Loca
procedure may dictate how many copies should be made for distribution and tracking.

5.3.6.1.6 Redtart/Recovery Procedures.

There are no specia restart or recovery procedures in the event of a system falure. The system stores
ECP-Sdatain permanent files as it processes and saves each screen.

5.3.6.2 View ECP/PR.

This option adlows you to view an ECP or PR currently existing on the systlem. Sdecting this option
from the “Problem Report/ECP-S Menu” shows the following screen.
Uiew ECP-S (DASBB5-R) (Page 1 of 4)

#UIEWING RECORD+
Originator Number: LA2-H358- =  Type of Report:

To: From:
ATTH:

Point of Contact: Telephone:
Title:

Priority:

Application Version:

Executive 50 BaselinesUersion:
Problem Date:

Job/Cycle-Program ID:

Title of Problem/Change:

F3 = S5AUE to continue; F6 = CAHCEL
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Figure5.3-95. View - ECP-S - DA Form 5005-R (Page 1 of 4)

Enter three characters to complete the Originator Number field for the ECP or PR you wish to view.
Y ou can press <F2> to view aligt of the curently existing ECPs and PRs.

Press <F3> to view the next page or <F6> to cancdl.

Uiew ECP-5 (DASBB5-R)
Originator Number: LA2-H358-B21
Description of Problem- Change:
Corrected wording

(Page 2 of 4)

F3 = SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE

ECP-S - DA Form 5005-R (Page 2 of 4)

Press <F3> to view the next page or <F6> to cancdl.

Uiew ECP-5 (DASBA5-R)
Originator Humber: LAZ2-H358-B21
Effect on User:

Hone

(Page 3 of 4)

Recommended SolutionsJustification:

F3 = SAVE to continue; F6 = CANCEL; FB8-F4 = PREV PRGE

ECP-S - DA Form 5005-R (Page 3 of 4)

Press <F3> to view the next page or <F6> to cancdl.
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Uiew ECP-S (DASBB5-A) (Page 4 of 4)
Originator Humber: LAZ-H35B-B821
Remarks:

F3 = SAVE to end view; F6 = CANCEL; F8-F4 = PREU PAGE
FB8-F1 = PRINT;

ECP-S - DA Form 5005-R (Page 4 of 4)

The bottom of the screen shows severa options from which to sdlect.
Pressing <F3> returns you to the “ Problem Report/ECP-S Menu.”
5.3.6.3 Delete ECP/PR.

This option will dlow you to delete an ECP or PR that is currently on the sysem. Sdection of this
option from “ Add/Change/Delete ECP/PR Menu” will present the following screen.

ECP-5 C(DASHAS-A) (Page 1 of 4)

Rl
Originator Humber: LAZ-R16B8-144 Type of Aeport: ECP-S5

To: From:
ATTH:

Point of Contact: Telephone:
Title:

Priority: _
Application-Version:

Execut ive SW Basel inesUersion:
Problem Date:

Job-Cyele Program I0:

Title of Problem-Thange:
F3 = SAVE to continue; FB = CHMCEL

Figure5.3-96. Dedete- ECP-S - DA Form 5005-R (Page 1 of 4)
Press <F3> to view the next page or <F6> to cancdl.
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ECP-S (DASAB5-A) (Page 2 of 4)
Originator Humber: LAZ-A158-144
Description of Problem-Change:

F3 = SAVE to continue; F6 = CAHCEL; F8-F4 = PREV PAGE

ECP-S - DA Form 5005-R (Page 2 of 4)
Press <F3> to view the next page or <F6> to cancdl.

ECP-5 (DASB85-R> (Page 3 of 4)
Originator Humber: LA2-A158-144
Ef fect on User:

Recommended Solution-sJustification:

SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE
ECP-S - DA Form 5005-R (Page 3 of 4)
Press <F3> to view the next page or <F6> to cancel.

Delete ECP-5 (DASBB5-R) (Page 4 of 4)
Originator Humber: LA2-H358-B21
Remarks:

SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE
F8~F1 = PRINT;

ECP-S - DA Form 5005-R (Page 4 of 4)
Pressing <F3> will take you to the delete confirmation screen as shown.
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DELETE ECP-S-PROELEH REPORT

Item(s) selected will bhe permanently removed from the databhase

Do you wish to delete the item(s) selected? _

F3 = SAUE to commit work; F6 = CAHNCEL

Enter <Y> for Yes or <N> for No and press <F3> to commit work. Pressng <F6> will cancd the
delete request.

5.3.6.4 Submit ECP/PR.

This option will dlow you to submit an ECP-S to the Status Tracking and Reporting System (STARYS)
that has adready been created through the Add/Change ECP/PR procedure. Selection of this option
from “ Add/Change/Deete ECP/PR Menu” will present the following screen.

Submit ECP-5 Henu

Origin Uersion Priority Modified Submit
B88 PB9-A158-888 inproc RBT.99a AIX Rout ine 19988386 H

MARK; RETURN to Submit; F6 = Cancel

Figure 5.3-97. Submit ECP/PR

This menu contains al of the ECP-S currently on the system. If the DA Form 5005-R has aready been
submitted then a*Y’ will gppear in the far right column. Y ou cannot re-submit a DA Form 5005-R. To
submit a DA Form 5005-R that has not yet been submitted, highlight the ECP-S and mark it by
pressng <F2>. Press <Enter> to submit or <F6> to cancel the request. Once you submit aDA Form
5005-R, it will remain on the sysem for one week before you can ddete it off the sysem. If you have
marked an ECP-S that has adready been submitted and pressed <Enter>, then the system will display
the following error message.

Press <Enter> to continue.
5.3.7 TRANSPROC Initialization/Administration M enu.

Functions on this menu, are for use only by authorized functiond administrators and are described in
detail in the TRANSPROC SCOM, AISM 25-P5B-A26-AlX-SCOM.

5.3.8 Installation-Specific Applications M enu.

Functions on this menu are for use only by authorized functiond administrators and are described in the
TRANSPROC SCOM, AISM 25-P5B-A26-AlX-SCOM. This option, if alowed, gives access to
the “Ingdlation Specific Menu” defined by the TRANSPROC Adminigtrator in the TRANSPROC
Initidization/Adminigtration functional area. TRANSPROC Adminisirator controls access to this menu.
Sdecting Option #38 from the “Master Menu” will result in the following screen.

Figure 5.3-98. Ingalation Specific Applications Menu
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5.3.9 View Documentation/Regulations Menu.

Thismenu item is reserved for future development. Sdection of this option from the “Master Menu” will
display the following screen.

Uiew DocumentationsRegulations Henu
Uiew Governing Regulations (Primary)
Uiew End User Hanual (EH>
Uiew Implementation Procedures (IP)
Uiew Haintenance Hanual ¢(HH>

Uieuw IS5SHSIS
View Configuration Control Hanual C(CCH>
View Functional Description (FO)

. Return to Haster Henu

O =1 0 (N L L3 ROl

Figure 5.3-99. View Documentation/Regulations Menu
5.4 RELATED PROCESSING,

This section identifies and discusses TRANSPROC related processes (i.e. batch, off-line or
background processing) that must be supported by the end user. No such processes have been
identified.

55 DATABACKUP.

TRANSPROC backup is performed daily by an automated process. Contact the FA for additiona
information about backup. Please refer to paragraph 2.3 for discussion of data backup.

5.6 RECOVERY FROM ERRORSAND M ALFUNCTIONS,
Please refer to paragraph 2.3 for discussion of recovery from errors and malfunctions.
5.7 MESSAGES.

There are warning and error messages in the system. Warning messages indicate that a problem exists
with the information entered. Error messages indicate that a problem has occurred while processing a
transaction. The user should report major errors to the FA. Minor processing errors, such as entering
an incorrect date or SN, result in a message being displayed. Re-enter the information correctly
according to the ingtructions provided with the error message.
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6 TERMSAND ABBREVIATIONS

ACSIM ... Assgant Chief of Staff for Ingtdlation Management
ADAPCP.....ccoieireieeee Alcohol and Drug Abuse Prevention and Control Program
ADD. ..o Army Data Dictionary

AHS.....ce e Academy of Hedlth Sciences

AlS e Automated Information System

AlSM ..o, Automated Information System Manua

ANSI ..o American National Standards Indtitute
ANSOC......coo e Army Network and Systems Operator Center
AR oo Army Regulations

ARA L Assigned Responsible Agency

ASCl o American Standard Code for Information Interchange
BBS....cooe e Bulletin Board System

(©72Y © R Customer Assistance Office

CCM i Configuration Control Manua

CD e Clinica Director
CIVPER.....ccooeeeeree e Civilian Personnd

COOP ...t Continuity of Operations

CPO .. Civilian Personne Office
CPU...cieeeee Centrd Processng Unit

DA o Department of the Army

DBA ... Data Base Administrator
DBDD.......ccoeiieeieerieeee e Data Base Design Description

D104 I N Defense Commercid Telecommunications Network
D]\ R Defense Data Network
DEMOB......ccoooiiirererenieins Demobilization

DENTRAD ....cooviiieiiiiiieeee Dental Readiness System

DISN ..o Defense System Information Network

DM oo Director of Management

DOD....coviieeiiecee e Department of Defense

DOIM .. Director of Information Management

DPl ..o Data Processing Ingtalation

DON ..o Defense Switched Network
ECP-S....cooer e, Engineering Change Proposd - Software
EDCO.....ooiiiiieeieeeeeeeeee Educational Coordinator
ESQL...ooiiiiieeeree e Embedded Structured Query Language

o | Extended Termina Interface Prototype

FA o Functiond Administrator
FACE....ceeee Framed Access Command Environment

FD o Functiona Description

FOUO ..o For Officid Use Only

FP e, Functiond Proponent

FTDTL oo Forensic Toxicology Drug Testing Laboratory
FTS e Federal Telecommunications System

HQDA ... Headquarters Department of the Army

HW . Hardware

[AW ..o In accordance with

HTS e, Ingtalation Information Transport System
ILIDB ..o Ingtdlation Level Integrated Data Base
Pt |nformation Proponent
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[SEC...oo e Information Systems Engineering Command

ISM e, Ingtdlation Support Module

[SS. e Information Systems Security

[P Ingalation Trangtion Processing

LAN o Loca Area Network

MACOM.....coeeeeveceeecreene Magor Command

MAIS. ..., Magor Automated Information System

MILPER ....ooieereeeeeee, Military Personnd

MRO ..o Medica Review Officer

NCOIC.....ccoieeeceeceeeeeee, Non-Commissioned Officer In Charge of aUnit

NCSA .. Nationa Center for Supercomputing Applications

NIC oo Network Interface Card

ODISCY ..o, Office of the Director of Information Systems for Command, Control,
Communication, and Computers

OCSA...co e Office of the Chief of Staff of the Army

OS . Operating System

OSE....coi e Open Systems Environment

PA Proponent Agent

PC e Persona Computer

PCS..ee e Permanent Change of Station

PFKEYS...ocoeceeeceee e Programmable Function Keys

o S Patient Intake/Screening Record

PM . Project Manager

PMO ISM....ccooiiiiinene Program Management Office, Ingtadlation Support Modules

POC ... Point of Contact

PPR ... Patient Progress Report

PR..co e Problem Report

RAM....ooiieeeee Random Access Memory

RAPR ...t Resource and Performance Report

RDBMS........cocoeeeeveeeeieee, Relationa Database Management System

RTF e Resdentid Treatment Facility

SA System Administrator

SAC.. Service Area Code

SADB....cci e, Subject Area Database

SAFP...ooe Subject Area Functiona Proponent

SCOM...oouiiiiieeee e Software Center Operator Manual

SDC-W ..o Software Development Center - Washington DC

SIC e Systems Identification Code

SIDPERS........cocoieeeevie e, Standard Ingtdlation/Divison Personnd System

SIPee e Software Ingtallation Plan

SOP....tee et Standard Operating Procedures

SQL e Structured Query Language

SON .t Socid Security Number

STAMIS. ... Standard Army Management Information System

STARS ... Status Tracking and Reporting System

STRAP ..., Structured Requirements Andysis Planning

SUM . Software User Manual

SW e Software

TDA ..o Table of Digribution and Allowances

TDP..eeeeeceee e Test Designated Position
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UADC ..o Unit Alcohol and Drug Coordinator

UIC.. e Unit Identification Code

UNEX e A multi-user operating system written by AT& T
UPC....eeeerese e Unit Processing Code
US-2.eeeeeeeneis Unclassfied Sendtive - Two

USADAOA ..., U.S. Army Drug and Alcohol Operations Agency
USAISSC.....ccooivriereeeeieene, US Army Information Systems Software Center
VDT Video Display Termind
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7 ADHOC QUERY UTILITY USER GUIDE
7.1 GENERAL |NFORMATION AND START-UP
7.1.1 Introduction.

The Ingalation Support Modules use the ANSI-compliant verson of Structured Query Language
(SQL) provided with the Oracle database management system to perform queries and produce reports.

The standard queries and reports provided with TRANSPROC are usudly sufficient for most needs.
However, they may not be sufficient for your particular needs. If that is the case, you can use the “Ad
Hoc Query Utility” to create your own queries and reports.

This guide provides indructions on how to use the “Ad Hoc Query Utility.” It Starts with an overview
and interface description. Then, a detailed explanation of features, step by step procedures and
examplesfollow.

7.1.2 Overview.

The “Ad Hoc Query Utility” lets you perform two types of queries. basic and advanced. You do not
need to know how to use SQL to make a Basic query. You specify the data you want and how you
want it to be organized. The “Ad Hoc Query Utility” generates the SQL statements for you. Or, if you
prefer, you can make an advanced query using your own SQL statements.

This guide provides ingructions for the “Ad Hoc Query Utility” only. It does not explain how to write
SQL statements.  If you want to write your own SQL statements for use in Advanced queries, look at
the generated statements from examples and refer to “The Oracle Guide to SQL.: Tutorid.” Throughout
this guide, the “Ad Hoc Query Utility” isreferred to as“Ad Hoc Query.”

7.1.3 AdHoc Query Interface.

The user interface for “Ad Hoc Query” isthe same asthat for ISM. Refer to Section 8, “User Interface
Standards,” for a detailed description of the user interface including how to make sdlections from
menus, enter and edit data in forms, and move between fidds in aform. “Ad Hoc Query” uses some
gpecid function keys, which this guide describes.

7.1.3.1 Menus.

A menu is a screen box containing two or more numbered options. To sdect one of the options in a
menu, use the arrow keys to hiahlight the option desired and press <Enter>. Or, press the number of
the option and then press <Enter>.

7.1.3.2 Function Keys.

In “Ad Hoc Query,” you press function keys to perform certain operations. Eight labels are displayed,
left to right, on the bottom of the screen. The text in these screen labels indicates what function the
corresponding function keys <F1> through <F8> performs a any time. The function and screen labd
that corresponds to each function key may change during processing.

The screen labels will change accordingly, but you will dways find a particular function on the same
function key. Table 7-1 lists the most commonly used function keys and their screen labels.

Table7.1. Function Keys

FUNCTION KEY SCREEN LABEL

<F1> HELP
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CHOICES (MARK)
SAVE

CANCEL
CHGKEYS

<F1> Pressng <F1>, when the screen labd is*HELP displays a help screen with information
about the form or menu, you are currently using.

<F2> Pressng <F2>, when the screen labd isCHOICES displays alist of vaid choices for
the highliahted field. 'Y ou can sdlect one of the choices from the list by highlighting it and
pressng <Enter>. To highlight the choice you want, use the arrow keys or type the first
few letters of the desired choice until it is highlighted.

Pressng <F2> when the screen label is MARK lets you mark severa choices you want
to sdect. Todo this, firgt highlight the choice you want, then press <F2> to mark it with
a>. To highlight a choice, use the cursor control keys, or type the first few letters of the
desred choice until it is highlighted. To unmark a choice, highliaht it again then press
<F2> again. When you have marked dl your choices, press <Enter> to select them.

<F3> Pressng <F3>, when the screen labd is SAVE, saves dl of the sdlections vou have
made on the current screen and displays the next screen. If you press <F3> without
having filled-in dl the necessary fields, you will not be dlowed to continue and a
message at the bottom of the screen will indicate the problem.

<F6> Pressing <F6>, when the screen labd is* CANCEL’ exits the current screen and returns
you to the previous screen.  This operation does not save any input. In most cases,
pressng <F6> will return you to the screen or menu immediately preceding the one
currently shown. If the current screen happens to be the “Master Menu,” then, pressing
<F6> will exit you from the gpplication to the UNIX prompt.

<F8> Pressng <F8>, when the screen labd is ‘CHG-KEY'S' toggles the assgnments of the
other seven function keys. When you press <F8> new screen labels will appear for
these function keys on the rectangles a the bottom of the screen indicating their new
functions. To return the function keys to ther origind assgnments, just press <F8>
again. Print and View functions are often implemented by pressng <F8> followed by
another function key. When you have to access one of these functions, an instructiona
line at the bottom of the screen will tell you what keys to press. For example: F8/F1 =
PRINT. This means press <F8>, then press <F1>.

7.1.3.3 Fidd Prompts.

When the cursor is on an input field, a message will gppear, on the bottom Ieft of the screen telling you
what action to take or what type of information is required.

7.1.3.4 User Input General Guiddines.

When typing text into a form, just type your input and press <Enter>. All entered text is converted to
upper case (except in afew specia instances.)

If aCHOICES ligt is available, the word CHOICES will appear in the screen label for <F2>. Sdlect the
choice you want and press <Enter>.

Some fields require input, while input to othersis gptional. If you do not fill-in arequired fidd, or if you
have incorrectly filled-in arequired field, an error message will gppear.

To move the cursor to the next field, press <Enter> or <Tab>. To move the cursor to the previous
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fidd, use the arrow keys or <Shift/Tab>.
When you have finished filling-in aform, press <F3> to continue.
7.1.4 AdHoc Query Main Menu.

“Ad Hoc Query” may be reached from any ISM “Master Menu” by selecting the * Peacetime Menu”
option. From there, you will find the “Ad Hoc Query” main menu option. Figure 7.1-1 shows the “Ad
Hoc Query” main menu._The following secti an the various optionsin this menu.

Ad Hoc Ouery (v,
Create a Basic Ad Hoc OQuer
Create an Advanced Ad Hoc Query
Change a Saved Ad Hoc QOuery

Delete Ad Hoc Oueries
Uiew Print Saved Ad Hoc Ouery Results|
Uiew Saved Ad Hoc Ouery Statements

Fgure7.1-1. Ad Hoc Query Menu
7.1.5 Data Base Concepts.

A brief description of how a database table is constructed is presented here with an example to illudtrate
how to make sdections from the database tables. Refer to the OUTPROC Data Base Specifications
for complete descriptions of the ‘outproc’ database tables. You can then use “Ad Hoc Query” to
design your specific report, armed with the knowledge of how the information is organized.

Records and fields compose a relationd database table. These dements are smilar to rows and
columnsin atable of information. Refer to Table 7.2 for agraphica representation of a smple database
table.

Table7-2. Smple Data Base Table

data base Fied 1 Fied 2 Fied 3 Fied 4
[Table] [Column 1] [Column 2] [Column 3] [Column 4]

Record 1 Atwater 14456 Vine LosAngeles
[Row 1]

Record 2 Benson 2345 Oak Richmond
[Row 2]

Record 3 Benton 29T St.NW Washington
[Row 3]

In the preceding example of a database table, Field 1's title may be Name and contain the names of
peoplein the database. Fidd 2 stitle may be Street, and contain their street addresses. Record 1 could
be titled #001, and contain al information relating to a particular person including, as in this example,
Name, Street, City, and State.

In “Ad Hoc Query,” you select the fidds you want to print and any conditions you wish to apply to
them (for example names beginning with the letter “A” or the state equd to “CA”). You can sdect and
optionally sort those fields for al records that match the specified conditions and then display or print
the results,

A query comprises a specification of what fields are to be selected, in what order and how they are to
be sorted dong with the conditions that apply to sdecting records. With “Ad Hoc Query,” queriesyou
create can be named and saved so you can execute them and display or print the results later. Y ou can
modify a saved ad hoc query at any time,
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7.2 CREATEA BASIC AD HOC QUERY

To create a “Basic Ad Hoc Query,” use the procedures described in this section. Select Option #1,
“Create a Basc Ad Hoc Query” from the “Ad Hoc Query” man menu. The “Basc Ad Hoc Query”
screen will appear.

Basic Ad Hoc Quer
Query Hame: #*+ HEU QUERY s#*#

Type of Ouery: SELECT ALL

Fields:

Sort Fields
Order : AscendDescend:
Order : AscendDescend:
Order ? Ascend-Descend:
Order : Ascend-Descend:
Order : Ascend Descend:
Order ? AscendDescend:
Order : AscendDescend:
Order 7 AscendDescend:

F3 = SAVE to continue: F6 = CAMCEL:
F8-F5=5ET ORDR: F8-F6=SET TBLS:

Figure7.2-1. Basic Ad Hoc Query screen
Later paragraphs describe the function key actions listed at the bottom of the screen.
7.2.1 FiedsontheBasic Ad Hoc Query Screen.
This section discusses the screen fidds in the order that they gppear on the screen.
Edd Desrription

Query Name: The “Query Name’ is the name that you will use for later reference to
the query. Notice that al new queries start with the name ‘NEw
QUERY.” When you save the query, you may give it a more specific
name. (Refer to paragraph 7.2.5).

Type of Query: The “Type of Query” specifies the kind of information you wish to
select from the database. Note that SELECT ALL isthe default vaue.
Press <F2> to get aligt of choices. The choices shown in Table 7-3
areavalable.

Table7-3. Typesof Queries
OPERATION

SELECT ALL Select all records and fields specified. (Thisisthe default).

SELECT UNIQUE Select unique records only. If multiple record types with duplicate
information exist, this selects only one of each unique type. Thisis useful
if you want to list the different kinds of values without printing every
value.

SELECT COUNT Show a count only of records found. (Includes duplicates).

SELECT UNIQUE COUNT Show a count only of unique columns found. (Does not include
duplicates).

Feds “Felds’ specifies what fidds (columns) are to be sdected from the
overdl set of database fidds by the query. Press <F2> to get a
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Order By:

Ascend/Descend:

complete ligt of available fields and a brief description of each. Then,
indicate what fields you want to sdect by moving the highlight bar to the
desired choice and pressng <F2> to mark each desred field for the
auery. Once you have marked the field choices for your query, press
<Enter> to return to the “Basic Ad Hoc Query” screen. If you choose
more than one fidd, an asterisk will gppear in the “Fields’ fidd.

Refer to paragraph 7.3.1.1 for details about more ways to mark fields.
Paragraph 7.3.1.2 describes how to set the order that your selected
fields gppear in the query. Paragraph 7.3.1.3 explains how and when
to specify the table to search for a particular selected field.

The “Order By” fidds (“Sort Fields’) dlows you to specify how to
organize (sort) the results of your query. Entering data into these fidlds
is optional. To organize your report, postion the cursor at the first
“Order By” fidd and press <F2> to get a lig of the fidds you
previoudy selected for vour query. Highlight the fidd you want to sort
by first and press <Enter>. To do multi-leve sorting, enter more sort
fields on subsequent “Order By” lines.

Each “Ascend/Descend” fidd corresponds to an “Order By” fidd and
gpecifies the direction of the sort for the “Order By” fidld. The default is
to sort from lowest to highest (ascending). Entering data into these
fieldsis optiond.

When you have completed making the “Basic Ad Hoc Query” screen entries, press <F3>. Thiswill
display the Basic Ad Hoc Conditions screen.

7.2.2 Fieldson theBasic Ad Hoc Conditions Screen.

This screen lets you specify selection conditions for the fields you selected for your query. Entering data
into the fidds in this screen is optiond. Later paragraphs describe the function key actions listed at the

bottom of the screen.

OQuery Hame:
WHERE
Field:

Ualue:

Field:
Value:

Field:
Ualue:

Fdd:

##+ NEW OUERY #:x#

Basic Ad Hoc Ouery Conditions

Condition:

Condition: I

Condition:

F3=SAVE QOuery; F6=CANCEL; F8-F1=PRINT Query Results
F8-F2=UIEU Query Results; F8-F3=UVIEUSTHT Vieuw Query Statement
F8-F4=PREV FRH; F8-F5=PG UP; F8-F6=PG DOUH;

And-Or __

Figure 7.2-2. Basic Ad Hoc Query Conditions

-
Use the “Fed’ fidd to specify which fidd in your query to apply a
selection condition to. Pressng <F2> givesyou alig of your previoudy
selected fields to choose.

For example, if you have selected individua name as one of the fiddsin

7-5



Version 11.00

AISM 25-P5SB-A26-A1X-SUM 01 December 1999

Condition:

Vdue

And/Or:

your query, you may want to print only individua names beginning with
the letter “S.” To do this, enter the individud name fidd in this data
entry field, then specify the condition in the “Condition” fidd.

“Condition” is the type of condition (such as equa to, like grester than,
less than) to apply to a sdlected fidld dement. Press <F2>to get alist
of choices. The operators LIKE and NOT LIKE should be used when
the field contains d phanumeric data (such as aname). The operators =
and <> (equd and not equd) should be used when the field contains
numeric data only. If you don't know the type of afidd, assume it is
numeric.

NOTE: As on dl CHOICES ligs, the currently highlighted option
aopears with a > on the left sde. This might be confusing for this
particular list Snce the = will appear as >= when it is highlighted.

(Optiond fidd). “Vaue’ isthe vaue to compare the fidd. This can be
a ful vaue such as a name or number, or a partia vaue, such as a
letter. 1t may aso be the name of another fiddd. When comparing
character values, lower case is consdered greater than upper case (for
this reason, the input in thisfield is not converted to upper case).

IMPORTANT: “Ad Hoc Query” automaticaly puts quotes around the
vaue you enter in thisfield, so you should never put quotes around your
“Vdue.”

(Optiond fidd). Usethisfidd only if you are specifying more than one
condition. If you want each condition to be met, type “A” for “AND”
and press <Enter>. If you want any condition to be met, type “O” (for
“OR") and press <Enter>.

IMPORTANT: Currently, you cannot group logica conditions usng
“Basc Ad Hoc Query.” This means you cannot combine “AND” and
“OR” conditions or specify which conditions are gpplied first. To do
that, you must use “ Advanced Ad Hoc Query” instead.

7.2.3 UsingtheBasic Ad Hoc Query Screen.

Figure 7.2-2 shows the “Basic Ad Hoc Query” Screen. Paragraph 7.3.1.2 describes the SET ORDR
function. Paragraph 7.3.1.3 describes the SET TBL S function.

Ouery Hame: adhoe

Tupe of Ouery: SELECT ALL —
Fields: AAR_FLAG } AOHIHSTAATIUE ADJUSTHEHT REPORT FLAG (Fs=

Sort Fields

Order By:
Order By:
Order By:

Order By: HAAR_FLAD i ADHINSTAATIVE ADJ FAzcend-Descend:

Racend-/Descend:

Ascend<Descend:

Rescend-Oescend;

Order By:
Order Hy:
Order By:
Order By:

fAscend-Desoend;

Ascend-0escend:

Ascend<Descend:

Rscend-lescend;

F3 = SAUE to continue; FG& = CHHCEL:
FB~F5=SET DRDR; FB-FE=5SCT TEBLS:

Figure7.2-3. Basic Ad Hoc Query Screen

STEP 1. Select Option #1, “Create a Basic Ad Hoc Query,” from the “Ad Hoc Query” man
menu. The “Basc Ad Hoc Query” screen will appear. Notice that dl new queries start
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STEP 2.

STEP 3.

STEP 4.

STEPS.

STEPG.

STEP 7.

STEPS8.
STEPO.

with the name “NEW QUERY.” When you save the query, you give it a unique name.

To change the vaue of the “Type of Query” fidd, go to STEP 2. If the default vaueis
what you want, go to STEP 3.

Check type of query (required field). Default is “SELECT ALL.” If you want to keep
this value, go to STEP 3. If you want to change it, move the cursor from the “Felds’
input field and press <F2> to ligt available choices. Sdect the desired vaue and press
<Enter> tofill-in the fidd. Press <Enter> again to move to “Fields.”

Enter “FIELDS’ input (required field). Press<F2> to lig fidds

Mark the fields you want to sdect. To do this, first highlight the field you want, then
press <F2> to mark it with a>. To highlight afield, use the cursor control keys, or type
the first few letters of the desired fidd until it is highlighted. To unmark afield, highlight it
again and then press <F2> again. Refer to Paragraph 7.3.1.1 for advanced field
marking options.

When done marking fields, press <Enter> to return to the “Basic Ad Hoc Query”
screen. If you marked more than one field, an asterisk will gppear in the “Fedds’ input
fidld. Press<Enter> againto go to thefirst “Order By” fidld inthe“Sort Fields” area.

Enter “ORDER BY” input (optiond fidd). To list vaid choices, press <F2> to lis the
fields you marked in STEP 4. Highlight the field you want to sort by and press <Enter>
to place it into the “Order By’ fidd. Press <Enter> again to move the cursor to the
corresponding “ Ascending/Descending” fidd.

Enter “ASCENDING/DESCENDING” input (optiond fied). Type “A” for ascending
dpha-numerica order, or “D” for descending dpha-numerica order, then press
<Enter>. Ascending isthe default vaue.

Enter additional “ ORDER BY” input by repesting STEPS 6 & 7 for each one.

When done, press <F3> to go on to the next screen (Basic Ad Hoc Conditions). Input
to this screen is optiondl.

To kip Ad Hoc conditions, press <F3> without entering any conditions. This will
display the “ Save Ad Hoc Query” Screen described in paragraph 7.2.4.

7.24 UsingtheBasic Ad Hoc Query Conditions Screen.

This screen lets you ecify conditions for fields you chose for your query. It aso provides access to
other “Ad Hoc Query” functions as described in Section 3.

STEP 1.

Basic Ad Hoc Ouery Conditions
Query Hame: #%% NEW OUERY %%

WHERE

Field: Condition:
Value:

And. Or

Field: Condition:
Value:
And0Or

Field: Condition:
Value:

And~0Or

F3=SAVE QOuery; F6=CANCEL; F8-F1=PRINT Ouery Results
F8-F2=UIEW Ouery Results; F8-F3=VIEWSTHT Uiew Ouery Statement
F8-F4=PREV FRHM; FB,F5=PG UP; F8-F6=PG DOUHN;

Specify the field to apply conditions to. Press <F2> for alist of previoudy sdected
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STEP 2.

STEP 3.

STEP 4.

STEPS.

fidds highlight field and press <Enter>.

Specify the condition to apply to the field. Press <F2> for alist of vaid conditions.
Highlight the desired condition and press <Enter> to accept it. Highlighted options have
> next to them, don’t confuse it with a condition character.

Specify the value you want to compare the field. Do not use quotes. Press <Enter>
to accept it. This can be afull vaue, such as a name or number, or partid vaue, such
asaletter. It may dso bethe name of another field. When comparing character values,
lower case vaues are considered greater than upper case vaues.

Specify the AND/OR condition. Use this fidd only if you are specifying another
condition. If you want each condition to be met, type “A” for “AND” and press
<Enter>. If you want any condition to be met, type“O” for “OR” and press <Enter>.

Press <F3> to display the “Save Ad Hoc Query” Screen.

7.25 Usingthe Save Ad Hoc Query Screen.

This screen lets you save a query for later use, rename a query previoudy saved and optionaly, make
the query public.

Save Ad Hoc Quer

Ouery Hame:

Rename This Ouery?HO
Hew Hame:

Comments:

Ouery saved: 1995-81.-82 Make this Ouery Public? _

= SAUE to continue: F6 = CANCEL

Figure 7.2-4. Save Ad Hoc Query Screen

7.25.1 ToEnter aNew Name.
Use this procedure to save a newly created ad hoc query under a unique name.

STEP 1

STEP 2.

STEP 3.

STEP 4.

Enter name for the query on the “Query Name’ field and press <Enter>. The name
you choose should be unique. The cursor will move to the * Comments’ field.

Enter any comments. These comments will gppear with the name later in a choices
list when browsing saved queries. When done, press <F3>.

Enter <Y> or <N> a the “Make this Query Public?’ fidd. If you enter <N>, only you
can run or modify the query. If you enter “Y” others will be able to use run and modify
the query. You can changethislaer, if you choose.

When done, press <F3>.

User Defined Header
Header to be printed on the report:

F3 = SAVE to commit work; F6 = CANCEL

7.25.2 To Changethe Saved Name of a Query.
Use this procedure to change the name of a query tha you have just saved.

STEP 1

Answer the “RENAME THIS QUERY?” fidd. Default is “No.” Press <Y><Enter>.
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The cursor will moveto the “New Name’ fidd.

STEP 2. Enter new name for this query and press <Enter>. The cursor will move b the
“Comments’ field; add any new comments.

STEP 3. Enter any comments. These comments will appear dongside the query name later
when browsing saved queries. When done, press <F3>.

STEP 4. Enter <Y> or <N> a the “Make this Query Public?’ field. If you enter <N>, only you

can run or modify the query. If you enter <Y> otherswill be able to use run and modify
the query. You can change thislater, if you choose.

STEPS. When done, press <F3>.
7.3 BASIC AD HOC QUERY FUNCTIONS
7.3.1 Functions Accessible from the Basic Query Screen.

While you are creating abasic query, severa enhanced functions are available viafunction keys from the
“Basic Ad Hoc Query” Screen. Paragraphs 7.3.1.1 through 7.3.1.3 describe them.

7.3.1.1 Mark Fiddsfor a Basc Query (Advanced).

While marking fidlds, you can take advantage of advanced marking capabilities provided by “Ad Hoc
Query.” Thefollowing explains these options.

F1 MARK ALL Mark (select) dl items.

F2 MARK Mark or unmark highlighted item.

F3MARK UP Mark dl items from the current one to the top of thelist.
FAMARKDOWN  Mark dl items from the current one to the bottom of thelis.

F5 INTERVAL Mark arange of items. To perform this option, mark the item at the top

of a desred range of items (usng <F2>) and mak the item at the
bottom of the desired range. Then, press <F5> and dl items in the
range will be marked.

F6 PATTERN Mark items that fit a certain pattern. A prompt asks, for a pattern to
search. Input into this prompt is case sendtive. To search for a pattern,
type in a letter string followed by the * character. For example, type
MED* to mark dl itemsthat start with MED, or type* MED * to mark
al itemstha contain the letter string MED.

F7 SWAP Mark dl itemsthat are currently unmarked and unmark dl itemsthat are
currently marked.

Refer to the Section 8, “ISM Standard User Interface” for more details about sdecting items from lists
and menus.

7.3.1.2 Set the Order of Fieldsin aBasic Query.

Use the following procedure when creating a “Basic Ad Hoc Query” to set the order that the selected
fields appear in the results of your query.

STEP 1L Select the Set Order option by pressng <F8> followed by <F5>.

STEP 2. Hiahliaht the field you want to appear first (by usng the arrow keys) and press
<Enter>.

STEP 3. Highlight the field you want to appear next and press <Enter>.

STEP 4. Repeat Step 3 until you are satisfied with the order of the data eements.
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STEPS. Press <F8/F3> to save and return to the “Basic Ad Hoc Query” screen.

IMPORTANT: The system will display in arandom order the fields for which you do not
specify the display order.
7.3.1.3 Setting the Search Tablesin a Basic Query.

When the same database fidld is present in more than one table, “Ad Hoc Query” chooses one of these
tables as the default search table. This option is needed to set the search table in those cases when the
default search table is not what you intended. This Stuation would arise in the following example:

Y ou want to creste areport of asoldier family member names with the family member’s SSN displayed
aongsde each name. Firgt, you sdect the fields you want to query - individud name (for name of family
member) and individud family member SSN. The problem is that the individud nameis present in two
different tables “individud” and “individud association.” To generate a query of family member names,
the query must search the individua association table but not the individud table. Since Ad Hoc Query
by default searches the “individua” table, which contains the soldier’s names, you must override the
default for thisfield and set it to search the “individud association” table insteed.

Use the following procedure when cregting a “Basic Ad Hoc Query” to sat which data base tables to
search when sdlecting fields in your query.

STEP 1. Press <F8/F6> to sdlect the Set Tables option. A browse menu containing the fieldsin
your query aong with their current search table will appear.

STEP 2. Highliaht the field whose search table you wish to change (using the arrow keys) and
press <Enter>. A CHOICES menu consisting of the possible search tables will appear.

STEP 3. Highlight the desired search table (using the arrow keys) and press <Enter>. You
will return to the browse menu in STEP 2.

STEP 4. Repeat Steps 2 and 3 until you have specified the desred search tables for your
query fidds.

STEPS. Press <F8/F3> to save and return to the “Basic Ad Hoc Query” screen.

7.3.2 Functions Accessible from the Conditions Screen.

After you have created a basic query, severd functions are available via function keys from the“Basic
Ad Hoc Query Conditions’ Screen. Paragraphs 7.3.2.1 through 7.3.2.6 describe them.

7.3.2.1 Print Ad Hoc Query Results.

To print the report to a printer--

STEP 1. Press <F8/F1>. A User defined header screen will appear.

STEP 2. Enter a title to put on the query results and press <F3>. A message [Generating
Report ... ] will appear followed by the Print Destination Screen.

STEP 3. Soecify the number of copies you want, the printer class, and printer name. Press
<F2> for ligts of vdid printer classes and names.

STEP 4. When done, press <F3> to print or <F6> to return to the “Basic Ad Hoc Query”
screen.

7.3.2.2 View Ad Hoc Query Results.

To display the results of your query--

STEP 1. Press <F8/F2>. As your query is being performed and the results compiled, a

[Generating Report ...]| message will appear.
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STEP 2. Move to the next page of the report, once it appears, by pressng <Enter>.

IMPORTANT: Report-viewing is done via a file-browsing utility that lets you do
things like search for patterns and move backward and forward through the report. If
you are comfortable moving through files, use the browse commands. Press <h/Enter>
to display aligt of these commands.

STEP 3. Pr ess <g/Enter> to exit the display and return to the previous screen.
7.3.2.3 View Ad Hoc Query Statements.

To view the SQL statements of the current “Ad Hoc Query,” press <F8/F3>. This lets you see the
SQL datements that are generated by “Basic Ad Hoc Query.” You can use this information to learn
how SQL is used and can copy SQL code for use with “Advanced Ad Hoc Query.”

7.3.2.4 ReturntoBasic Ad Hoc Query Screen.

To return to the “Basic Ad Hoc Query” Screen, press <F8/F4>. You can then make further
modifications to the query.

7.3.25 Scroll Query Conditions Up.

To scroll the current display of query conditions up toward the beginning, press <F8/F5>.
7.3.2.6 Scroll Query Conditions Down.

To scroll the current display of query conditions down toward the end, press <F8/F6>.
7.4 OTHER AD HOC QUERY OPTIONS

Y ou can access the functions described in this section from the “Ad Hoc Query” main menu. To creete
a“Basic Ad Hoc Query,” refer to Section 7.3.

7.4.1 Createan Advanced Ad Hoc Query.

To use “Advanced Ad Hoc Query,” press <2><Enter>. The “Advanced Ad Hoc Query” screen will
appear.

Advanced Ad Hoc Ouer

Ouery Hame: ##%% HEW OQUERY %%

F8-F1=PRINT; F8-,F2=VIEW; F3=5ave Advanced Ouery; F6=CANCEL

Figure7.4-1. Advanced Ad Hoc Query

This screen functions similarly to the “Basic Ad Hoc Query” Screen. No help is avalable and you must
write your own SQL gtatements.

To print your advanced query, press <F8/F1>.
To viewyour advanced query, press <F8/F2>.
To scrall up your advanced query, press <F8/F6>.
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To scroll down your advanced query, press <F8/F5>.
7.4.2 Changea Saved Ad Hoc Query.

To change a query you have dready saved, press <3/Enter>. A lig of dl saved querieswill appear on+
screen.

Change a Saved Adhoc QOuery
Query Hame Query Type Query Access
Basic Private

Highlight the query you want to edit and press <Enter>. The appropriate “Ad Hoc Query” Screen
(Basic or Advanced) appears with the query dreedy filled in. Make any changes you wish.

7.4.3 Delete Ad Hoc Queries.
Use this procedure to delete a saved query.

STEP 1. List saved queries by pressng <4/Enter>. A lig of al saved queries will appear on+
screen.

Delete Ad Hoc Oueries
fuery Hame Nuary Tup-n User Id
Publie bel 1 amym

quEryE Publie bel 1 amym
test Public bel 1amym
test ?urru | Public bel 1 amym
his gquery joins 2 Lables ssn’'s.
Count [ndividual Transfer out Publie e f
Thit query will count the Hatlional stock number for all LTO
and the count is the guantity of items{HSH},
Date range for D-K totals Private oif
O-¥ currently as of 11-26-95 does not keep track of single

2 = HARK to select; RETUAH to commik; FEB = CAMCEL

Figure 7.4-2. Delete Ad Hoc Queries

STEP 2. Mark the queries you want to delete.
STEP 3. Press <Enter>. A screen will gppear asking if you are sure you want to delete the
marked item(s).

felete A Fawved Ouery

Ttemis) selected will be permanently remsuved from Lhe database

Do you wish to delete the itemis) selected? _

F3 = SAVE to commit work; FB6 = CAHCEL

STEP 4. Press <Y> in response to the prompt and press <F3>. The marked item(s) will be
deleted.

7.4.4 View/Print Saved Ad Hoc Query Results.
Use this procedure to view or print aquery you have aready saved.
STEP 1. Display the View/Print Saved Ad Hoc Query Results screen by pressing <5/Enter>.
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UVieuw~Print Saved Ad Hoc Quer

Ouery Hame:

F8-F1 = PRIHNT; F8-F2 = UIEW; F6 = CAHNCEL

Figure 7.4-3. View/Print Saved Ad Hoc Query Results

STEP 2. Enter the name of the saved query you want to view, or print, or press<F2> for alig;
highlight the one you want to run, and press <Enter>. This will insert the name into the
“Query Name” fidd.

STEP 3. To view the query, press <F8/F2>. Refer to paragraph 7.3.2.2 for information about
viewing a query.

STEP 4. To print the query, press <F8/F1>. Refer to paragraph 7.3.2.1 for information about
printing aquery.

745 View Saved Ad Hoc Query Statements.

Use this procedure to view the SQL statements of a saved “Ad Hoc Query.” Thisoption lets you see
the SQL gtatements that result from automatic generation of your saved SQL query. You can use this
information to learn how SQL is used and to copy SQL code for use with “Advanced Ad Hoc Query.”

STEP 1 List saved queries by pressng <6/Enter>. A box listing the saved ad hoc queries will
appear.

View Saved Ad Hoc Ouery Statements
Query Hame Query Type Ouery Access
>Count Individual Transfer out Advanced Public
This guery will count the Hational stock number for all LTO
and the count is the gquantity of items(HSH).
Haster Location - Ft. Stewart Basic Public

Search for lin 182 Advanced Public
Search for lin 182 for dueouts

Temp Loan~-Hame - Ft. Stewart Basic Public

adhoc Basic Private
none

bdu dx Advanced Public
for bdus on polk

Highlight your selection and press RETURH

Figure 7.4-4. View Saved Ad Hoc Query Statements

STEP 2. Highlight the query name you want to view and press <Enter>. The SQL statements
will appear on-screen.
STEP 3. When done viewing, type <g/Enter> to return to the “ Ad Hoc Query” menu.

7.5 ADHOC QUERY SAMPLES

This section demongirates how to make some sample reports using “Basic Ad Hoc Query.” Thisis not
intended to be an extengve tutorid. Y ou are urged to subgtitute any fields you want for the ones shown
in the examples. In so doing, you will find how easy it is to create ad hoc queries. Remember that the
database is not dtered in any way when you create or run an ad hoc query.

7.5.1 Creating and Manipulating Smple Reports.
7.5.1.1 Createa SmpleReport.

Use the following procedure to creste a smple report that contains three columns of data, sorted by the
datain the first column.
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STEP 1L

STEP 2.
STEP 3.

STEP 4.

STEPS.

STEP 6.

STEP 7.
RESULTS
NOTES:

STEPS8.

Select Option #1, “Create a Basic Ad Hoc Query,” from the “Ad Hoc Query” man
menu. The“Basic Ad Hoc Query” screen will gppesar.

Enter “FIELDS’ input (required fild). Press<F2> tolig fidds.

Mark the fields shown beow. To do this firgt highlight the field, then press <F2> to
mark it.

BIRTH DT IND_SSN RANK
If one of the fields shown aboveisnot in your fidd ligt, mark some other smilar fidd.

When done marking fields, press <Enter> to return to the “Basic Ad Hoc Query”
screen. An asterisk will appear in the “Feds’ input field. Press <Enter> againto go to
the first “Order By” fidd in the Sort Fidds area

Enter “ORDER BY” input. Enter the BIRTH_DT fidd here. Press <Enter> again
to move the cursor to the “ Ascending/Descending” field.

Enter “ASCENDING/DESCENDING” input. Type “A” for ascending order, then press
<Enter>.

When done, press <F8/F2> to generate areport for screen viewing.

Notice that the dates are in ascending order, as you specified.

1. The columns are output in gpparently random order because you did not use the

SET ORDR option (paragraph 7.3.1.2) to set the order of the fidds in the
output columns.

2. If information was not displayed in your report, it is probably because no data
existed that matched your query. Recheck your query carefully if you think this
isan error.

When finished reviewing the report, press <F3> to go to the “ Save Ad Hoc Query”
Screen.  Then save it, as described in paragraph B.2.5 and return to the “Ad Hoc
Query Conditions’ screen.

7.5.1.2 Select aRange of Valuesfor Dates.

Use the following procedure to select arange of vaues for the report you created in paragraph 7.5.1.1.
This example will list only those with dates between 1 January 1960 and 1 January 1963.

STEP 1.

STEP 2.

STEP 3.

STEP 4.

STEPS.
STEP®6.
STEP 7.

STEP 8.

Enter “FIELD” data. Type “BIRTH_DT” <Enter>. (Or, press <F2> to lig the
fidldsand sdect BIRTH_DT.)

Enter condition. Type“>" and press<Enter>. Or, press <F2> for alist of operators,
move the highlight to “> greater than,” and press <Enter>.

Enter “VALUE” data. To list the dates after 1 January 1960, type 19600101 and
press <Enter>.

Enter AND/OR data. Press <a><Enter> to populate thisfield with “AND.”

Enter “FIELD” data. Enter “BIRTH_DT” asyou did in STEP 3.
Enter condition. Type*“<” and press <Enter>.

Enter “VALUE” data. To list the dates before 1 January 1963, type 19630101 and
press <Enter>.

Press <F8><F2> to generate your report for viewing on-screen.

RESULTS. When the report appears, notice that the first column of data contains the
“BIRTH_DT” vaues

Unlike the previous report, which showed every value, the dates shown range between the dates that
you entered. This is because you placed conditions on the query using the “Basic Ad Hoc Query”
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Conditions screen.
7.5.1.3 Select a Range of Valuesfor Names.

The procedure given in paragraph B.5.1.2 shows how to place conditions on the output so you can
control more precisdy, what information is reported. Here are two other examples that use conditions
to specify various ranges of vaues.

7.5.1.4 Search for Namesby First Letter.

This procedure is based on the sample report shown in paragraph 7.5.1.2. Thissampleligtsal vauesin
the LASTNAME fidld that begin with the letter S,

STEP 1. Enter “FIELDS’ data in the “Basic Ad Hoc Query” screen. Use “LASTNAME” asthe
“FHeds’ input. (To unmark any marked field, highlight it and press <F2>).

STEP 2. Enter “ORDER BY” value. Place “LASTNAME" into the firgt “Order By” input field,
and press <Enter>. Choose “Ascending.”

STEP 3. Press <F3> to display the Basic Ad Hoc Conditions screen.

STEP 4. Enter values. In“Fidd 1" enter “LASTNAME.” |nthe“Condition” fied, enter “LIKE.”

In the “Vdue' fidd, enter “S%.” The “%" is a specid “wildcard” character that

matches any number of characters.

STEPS. Press <F8/F2> to generate and display the report.

7.5.1.5 Search for Nameswith Alternate Spellings.

This query searches for adl LASTNAME vdues that are speled a cetan way (“Anderson” or
“Andersen” in this case).

STEP 1. Enter “FIELDS’ data in the “Basc Ad Hoc Query” screen. Use “LASTNAME” asthe
“Feds’ input. (To unmark any marked fidd, highlight it and press <F2>).

STEP 2. Enter “ORDER BY” value. Place “LASTNAME" into the first “Order By” input field,
and press <Enter>. Choose “Ascending.”

STEP 3. Press <F3> to display the Basc Ad Hoc Conditions screen.

STEP 4. Enter values. In “Fidd 1" enter ‘LASTNAME.” In the “Condition” fidd, enter

“LIKE” Inthe*Vdue' fidd, enter “ANDERS N.” The“ " is specid wildcard character
that matches any one character.

STEPS. Pr ess <F8/F2> to generate and display the report.
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8 ISM USER INTERFACE STANDARDS

The ISM gpplications have been designed and written to be consgtent in the way in which they are
accessed and used.  The method of use or ‘interface with the ISM was designed using the Extended
Termind Interface Prototype (ETIP). This development tool has made the use of the gpplications
standard throughout each ISM. A standard interface provides the user with consistency, ontline help,
menus, function keys, and prompts to assist the user a each step throughout the gpplication. The
interface standard is easy to use if learned once for an gpplication, the learning process for additiond
goplications will be minimd.

8.1 SCREENLABELED FUNCTION KEYS(SLK)

Notice the indication of eight (8) keys at the bottom of the termina screen. These eight (8) keys, the
Screen Labeled Function Keys (SLK), correspond to the F1 through F8 function keys on the
keyboard. They will dways appear a the bottom of the screen as long as the termind being used
supports function key labeling. (If the termind being used does not support function key labeling, then
the space at the bottom of the display will be used.) In place of the actud key labe, the system will
show a word(s) to indicate the current options available and what action you will take when you press
that key.

There are two sets of SLK. The firgt set contains the functions used most commonly while in an I1ISM
goplication.

Figure8.1-1. Screen Labeled Function Keys (1)
Thisisthe set of SLK displayed when first entering an ISM. The functions available viathese SLK are:

F1HEP display HELP

F2 PREVPAGE display previous page of current text

F3 NEXTPAGE display next page of current text

F6 CANCEL Cancel the operation and return to previous screen
F7 CMD-MENU not active in 1ISM gpplications

F8 CHG-KEYS switch to second set of SLK

All SLK options dways occur on the same key. For example, CANCEL will dways appear on the F6
key. Other commands that may appear on the first set of SLK include:

F1 PRINT Print the requested report

F2 VIEw View the requested report

F2 CHOICES Access a selection list of possible choices. Use this for sdecting and
inserting avadueinto afidd when filling out aform.

F3 SAVE Proceed with operation. The exact meaning of this option is dways

spdled out on the screen.  In generd, this is used to indicate that the
pending operétion is to be performed or in case of forms that the data
entered should be processed.

Pressng the SLK labeled CHG-KEYS will display a second set of SLK. Pressng CHG-KEYS
repeatedly will toggle between the first and second set of SLK.

Fgure 8.1-2. Screen Labeled Function Keys (1)
Thefunctions available viathese SLK are:

F7 FRM-MGMT Access the Frame Management Menu
F8 CHG-KEYS Toggle between first and second set of SLK
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Other commands that may appear on the second set of SLK include:

F1 PRINT Print the requested report
F2 VIEW View the requested report
F3 XMIT Transmit the requested report

The Frame Management Menu is accessible a dl times and provides the following options:

Table8-1. Frame Management Menu Options
OPTION DESCRIPTION

list List the open frames. Displays a list by name of all the frames currently displayed on the
screen. If aframeis selected from thislist, the selected frame becomes the active frame.

move Move the active frame. Allows you to relocate the active frame to another position on
the display. This adjustment of position istemporary and only effects the current frame.

reshape Reshape the active frame. This allows you to change the length or width of the current
frame within certain limits. This adjustment of shape is temporary and only effects the
current frame.

refresh Refresh the display. This option is useful when the display becomes garbled for any
reason.

Color Set Color Attributes. This option displays aform that allows you to select and set your
Attributes color preferences for various aspects of the display. These settings are permanent but
can be changed at alater time.

The SLK will hep you make sdlections, process form entries, and access additiond information needed
to complete forms for processng.

8.2 HELP

Help is dways available by pressing the SLK labeled HELP. HELP consists of one or more full screen
text boxes that contain background, explanatory and “how to” information. The Help text displayed
when you press the Help SLK will depend on where you are in the application that you areusing. For
example

The ‘HELP' digplayed, while you are a the Sarting point, i.e., the “Master Menu,” will contain generd
information about the 1ISM and specific information about the menu sdection that you have highlighted at
the time you have pressed the HELP SLK.

FEdddra bR S E S AR F Y ETNG THIS HELF FUNCTION *Frésréisesasdsadis s
To move thraough thais HMELR taxt (ar sny multi-pmgs HELE
baxt), uss tha kays:

P2 = PREY PAGE ta 4 kAol one pags
Pl = NEXT PAGE ta ga fopward one pape
GUESOE down ArroW T o down onie Line
curmor up mtcow o go up one lins

To procesesd with thes DAMTS mpplicstion, prass BRETIRM.
To canzel the DAMIE applicmticn, prems F&.

Phb bbb kb Aa bbb b hbhad DL OF SENBERAT HELE +&++ b dd i bt ibdibddt sbd

Fgure8.2-1. HELP Screen

The HELP displayed while a form is on the screen will contain an explanation of the overdl form and
often will show detailed ingructions regarding each fidd in the form. Each ‘HELP' screen will have
additiona ingtructions at the bottom of each screen indicating any further actions that can be taken while
usng HELP. You can see the examples of thisin accessng the HELP when theinitid 1SM “Welcometo”
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Screen gppears upon logging on to your system.

Notice the highlighted instructions and the corresponding SLK for moving around in the HELP text. The
shaded scrollbar on the right hand border of the screen will indicate with smdl vertical arrowsiif there is
text before or after the current page.

Please note that you can accomplish the access to the ISM gpplications through different methods.
These ingructions are based on the use of the AT& T 605 termind. If you are usng another type of
termind or termina emulation software to access the ISM gpplications, you may not be able to use the
SLK as mentioned. In such cases, you may have to use Alternative Keysirokes. This table should
help, if not, see your System Adminigtrator.

Table8.2. Alternate Keystrokes
Keys Alternative Keystrokes Function

F1 through F8 Control-F 1 through Control-F 8 Screen Labeled Keys

Beg Control-B Display thefirst page

End Control-E Display the last page

Down Arrow or Scroll Down Control-D or Control-F D Scroll the display down by one
quarter of apage

Up Arrow or Scroll Up Control-U or Control-F U Scroll the display up by one
quarter of apage

Page Up Control-V Scroll up apage

Page Down Control-W Scroll down a page

8.3 MENUS

Menus are another festure of the standard user interface. Menus are shown and choices are made from
these menus to move around in the application. Menu sdections do not have to be accessed in the
order that they appear. There are severa ways to move through a menu and each menu that appears
will have smple ingtructions to follow that will appear at the bottom of the screen.

One way to move through amenu is to use the UP and DOWN ARROW keys. Using these keys you can
move the highlighted bar up and down the menu. Pressing the DOWN ARROW while at the last sdlection
in the menu will result in the highlight bar moving to the first menu sdection. The reverse is true for using
the UP ARROW while the highlight bar is a the first choice.

Additionaly, you can access the menu items by typing in the key corresponding to the first character
(usudly a number) in the line that contains the choice. For example, when a menu gppears on the
screen, the highlight bar usudly gppears at the firgt choice. If you want to select the eighth (8th) item in
the menu, press the 8 key on the keyboard. The highlight bar will move directly to that item. If you
move the highlight bar in this manner, and decide not to make that particular selection, you must use the
UP and DOWN ARROW keysto move the highlight bar further.

Ancther type of menu that the ISM gpplications will have, is the CHOICE menu. These choices are not
aways numbered and they often contain text on each line. When these menus are displayed, the first
character access method can be used with the added feature of being able to continue typing in
characters until a specific match has been found. The termind will beep if there are no other matchesto
the character sequence that has been entered.

Y ou can access menus by additiona methods, depending upon the type of menu that appears. Y ou may
use the Alternative Keystrokes.
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Table8-3. Alternative Keystrokesfor Menus
Keys Alternative K eystrokes

Next Control-N Move the next item

Prev Control-P Moveto the previousitem

Down Arrow Control-D Move down

Up Arrow Control-U Move Up

Beg or Home Control-F B or Control B Moveto thefirst item

End or Home Down Control-F E or Control E Moveto thelast item

84 FORMS

Forms are another feature of the standard user interface. Forms are displayed and data entered into
and displayed from the gpplication usng the various fidd of the form. A form may conss of asingle
screen or may condst of a number of screens. The data entered into the fidds in a form does not
update the application until you press the <F3 SAVE> key a the completion of the form. Then the
system updates dl the fields at once. The fields in a form do not have to be accessed in order. There
are severd ways to move between the fidds in a form and each form that appears will have ample
ingructions to follow that will appear a the bottom of the screen. You may use the Alternative
Keystrokes.

Table8-4. Alternative Keystrokesfor Selecting Fields
Alternative Keystrokes Function

NEXT or TAB Control-N or Control-I Move to the next field

PREV or SHIFT-TAB Control-P or Control-T Moveto the previousfield
BEG Control-B Moveto thefirst field

END Control-E Moveto thelast field

Down Arrow Control-D Move down to the next field

Up Arrow Control-U Move up to the previousfield

You may be able to edit the data entered into the field. The gpplication edits some fields automaticaly.
For example, the system may convert the data to upper case after you have entered in lower case. The
system checks the date and numeric format fields for their vdidity.

If aligt of vaid choicesto enter into afidd is avallable, pressing the SLK labeled CHOICES will cause a
sub-menu to gppear. Highlighting the desired entry and pressing <Enter> will cause the selected entry
to be entered into the fidld. Y ou may edit adatawithin afidd usng Alternative Keystrokes.

Table8-5. Alternative Keystrokesfor Editing Fields
Altanative Keysirokes

Left Arrow Control-L Move left within the current field

Right Arrow Control-R move right within the current field

SHIFT-Left Arrow Control-F P Moveto the previous word in the current field
SHIFT-Right Arrow Control-FN Move to the next word in the current field
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Table8-5. Alternative Keystrokesfor Editing Fields
Keys Altenative Keysirokes

HOME Control-F B Move to the beginning of the current field

HOME DOWN Control-FE Moveto the end of the current field

Del or Del Char Control-X Delete character at cursor

D€l Line Control-K Delete line at cursor

SHIFT-Del Control-FW Delete word at the cursor

Clear EOL Control-FY Clear to the end of line

Back Space Control-H Delete the character before the cursor

Clear or SHIFT-Clear Line Control-Y Clear the entirefield

Opts Control-F O Display choices menu

ESC Control-[ Toggle between insert and overwrite modes

8.5 PROMPTS;

Many screens and forms throughout the ISM application will contain brief messages to the user. These
messages, displayed at the bottom of the screen, are prompts indicating what is expected in the way of
keyboard action. Most commonly, when a menu appears, you will see

Highlight your selection and press RETURN

You are to make a choice by moving the highlight bar to a menu item and sdect it by pressing the
<Enter> key.

When a form appears, a prompt will appear a the bottom of the screen indicating what kind of
information you are to enter in respective to the field where the blinking cursor gppears.

8.6 DATES:

Date fields have the format YYYY/MM/DD. You do not require the ‘/ separator and you may omit
the leading century. If you enter the */ separator, you may omit leading zeros. For example, to enter
the date of July fourth 1992, you may type 1992/07/04, 19920704, 920704, 92/07/04, or 92/7/4. In
each case the date will gppear in the Sandard format. Y ou may use any non numeric character insteed
of ‘/" as a separator when entering dates. For example, when using the numeric keypad to enter dates,
you can use the “dot” (.””) character instead of ‘/." The entry “today” in any date field will populate that
field with the current date.
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9 DATA ENTRY FORMS
9.1 ORDERFORMAT 266 (RELEASE FROM AD ORDERS) DATA ENTRY FORM,

Orders Format 266 Data Entr
SS5H: 999998828 Hame: TWEHTYEIGHTH DOJHS TEST Rank: LTC

This form is used for release from active duty for traning (ADT), discharge from the reserve of the
Army, and return to the ARNG.

UIC: UELHBI1

Unit of assignment: WELH HACOH-LST DUTY ASGHT TEST

Install: SOHME CITY

Hational Guard State:

Effective date: 1997-87-21

Army Hational Guard unit:

ST: AK APO-FPO:__ Gateway:_ ZIP: BBBBB-BBEB

Hational Guard grade of rank: _

Hational Guard basic branch: __

Hational Guard component: RA

Last permanent duty station:

WELH HACOM-LST DUTY ASGHMT TEST C(WELHA1) SOHME CITY, AK BABAB-BAAB

Accounting classification:

Percentage of disability: 38
PEBD: HAa

F3 = SAVE to commit work; F6 = CAHCEL

Figure9.1-1. Order Format 266 Data Entry Form

Edd
SSN:

Name;

Rank:

UIC:

Ingdl:

ST:

APO/FPO:

Gateway:

ZIP:

National Guard State:

Effective date:

Army Nationa Guard Unit:
Nationd Guard grade of rank:
Nationa Guard basic branch:
Nationd Guard component:
Last Permanent Duty Station:

Acoounting classfication:
Percentage of disability:

Description

The soldier’s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the ingtallation name.

Enter the ingtallation State code.

Enter the ingtallation APO/FPO indicator.
Enter the ingtallation ‘ gateway area code’
Enter theingdlation zip code.

Enter the two-letter state code of the soldier’s Nationa Guard
state.

Enter the effective date of rdease from ADT in the sandard
date format or type “today” to get today’s date or type “t+7” to
get the date 7 days from today.

Enter the soldier’s Army Nationd Guard Unit.
Enter the soldier’s National Guard grade of rank.
Enter the soldier’ s Nationa Guard basic branch.
Enter the soldier’ s componernt.

Enter the actud location of the soldier’s last permanent duty
dation.

Enter the accounting classfication.
Enter the percentage of disability the soldier has received during
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active duty. Enter a disability percentage between 0-100.
Enter ‘n’ or ‘r/d if not applicable.

PEBD: Enter the PEBD.
Press <F3> to commit work or <F6> to cancd.
9.2 ORDERFORMAT 267 (RELEASE FROM AD ORDERS) DATA ENTRY FORM.,

This form is used for rdlease from active duty for training (ADT) of ARNG or USAR personnd,
ordered to ADT for periods of 90 days or more, release from active duty of active Guard/Reserve

personnel.

Orders Format 267
TUEHTYEIGHTH DJHS TEST

S5H: 999998828 Hame:

Data Entr

Rank: LT UIC: UELHB1

Unit of assignment:

WELH HACOH-LST DUTY ASGHT TEST

Install: SOHE CITY

Effective date:
Returned to C(unit):

19978721

5T: AK APO/FPO: Gateway:_  ZIP: BBBBB-BBBH

Terminal date of Reserve ohligation:

Component: RA
Accounting classification:

8888788788

PEBD: HA

F3 = SAVE to commit uwork;

F6 = CRANCEL

Figure9.2-1. Order Format 267 Data Entry Form

Eedd Description

SSN: The soldier’s SSN appears and protected.

Name: The soldier’ s name appears and protected.

Rank: The soldier’ srank appears and protected.

UIC: Enter the Unit Identification Code.

Ingdl: Enter the ingdlation name.

ST: Enter the ingdlation state code.

APO/FPO: Enter the ingtallation APO/FPO indicator.

Gaeway: Enter the ingtallation * gateway area code.’

ZIP: Enter the ingtdlation zip code.

Effective date: Enter the effective date of rdease from ADT in the sandard
date format or type “today” to get today’ s date or type “t+7” to
get the date 7 days from today.

Returned to (unit): Enter unit returned to.

Termind date of Reserve obligation:

Enter the soldier’s termind date of Military Sdlective Service
obligation in the standard date format.

Component: Enter the soldier’s componernt.
Accounting classification: Enter the accounting classification.
PEBD: Enter the PEBD.
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Press <F3> to commit work or <F6> to cancedl.
9.3 ORDERFORMAT 274 (NG RELEASEFROM ADT TRANSUSAR) DATA ENTRY FORM.
Thisform is used for release from active duty for training (ADT) of USAR, or ARNG enlisted personnd

and transfer to an USAR control group to complete a military service obligation.

Orders Format 274 Data Entr
SSH: 99999@8R28 Hame: TUEMTYEIGHTH DJHS TEST Rank: LTC
Unit of assignment: WELH MACOW-LST DUTY ASGHT TEST

UIC: WELHBI1

Install: SOHE CITY ST: AK APO.FPD:__ Gateway:_  <ZIP: B0BBB-B0868

Effective date: 1997,87.21
Component: RA

Returned to: State Adjutant General of __ (For ARHGUS personnel only)
)

Transferred to: U.5. Army Reserve Control Group(
Military Service obligation: BBB6.88./88

HOR: SOHE CITY ST: AK CO: US

P1 OAD: SPHE CITY ST: AK CO: _
Accounting classification:

PEBD: HNA
F3 = SAVE commit work; F6 = CANCEL

Figure 9.3-1. Order Format 274 Data Entry Form

Edd Description

SSN: The soldier’ s SSN appears and protected.

Name: The soldier’ s name appears and protected.

Rank: The soldier’ srank appears and protected.

uUIC: Enter the Unit Identification Code.

Ingdl: Enter the ingalation name.

ST: Enter the ingtdlation state code.

APO/FPO: Enter the ingtallation APO/FPO indicator.

Gateway: Enter the ingdlation ‘ gateway area code.’

ZIP: Enter the ingalation zip code.

Effective date: Enter the effective date of release from ADT in the sandard
date format or type “today” to get today’ s date or type “t+7” to
get the date 7 days from today.

Component: Enter the soldier’ s component.

Returned to: State Adjutant
Generd of:

Transferred to U.S. Army
Reserve Control Group:

Military Service obligation:

HOR:
ST:
CO:

Enter the state code of the soldier’s ARNG sate.
Enter @ther “Annud Training” or “Reinforcement.”

Enter the termind date of Military Sdlective Service obligation in
standard date format.

Enter the city name of the soldier’s home of record.
Enter the state code of the soldier’s home of record.
Enter the country code of the soldier’s home of record.
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A OAD:

ST:

CO:

Accounting classfication:
PEBD:

Enter the city name of place ordered to active duty.
Enter the state code of place ordered to active duty.
Enter the country code of place ordered to active duty.
Enter the accounting classfication.

Enter the PEBD.

Press <F3> to commit work or <F6> to cancd.
9.4 ORDERFORMAT 430 DATA ENTRY FORM,

Thisform isissued for reassgnment for Separation processng.

S5H: 999998828
Unit of assignment: WELH MACOH-LST DUTY ASGHT TEST

Orders Format 438 Data Entry Form

Name: TUENTYEIGHTH DJHS TEST Rank:LTC  UIC: WELHA1

Install: SOHE CITY

ST: RK APO-FPD:__  Gateway:_ <ZIP: BBBO0B-BBEA

Assigned to:

Reporting Date:
Authority:

Is overseas travel involved: _

HOR: SOHME CITY

18 years active Federal Service on 1 How Bl: _

ST: AK CO: US

PEBD: HA

Scheduled date of separation: 1997/87-21
HDC: 1RO FY: _
Component: RA

Pl EAD or OAD: SPHE CITY ST:
CIC: Available Date:

F3=SAVE to commit work: F6=CANCEL

Figure 9.4-1. Order Format 430 Data Entry Form

Eedd

SSN:
Name;
Rank:

UIC:

Ingdl:

ST:
APO/FPO:
Gateway:
ZIP.
Assgned to:
Reporting date:

Is overseastrave involved:
Authority:

18 years active Federd
Serviceon 1 Nov. 81:

HOR:
ST:

Description

The soldier’s SSN appears and protected.

The soldier’ s name appears and protected.

The soldier’ s rank appears and protected.

Enter the Unit Identification Code.

Enter the ingdlation name.

Enter the ingtallation state code.

Enter the ingtallation APO/FPO indicator.

Enter the ingtdlation * gateway area code.’

Enter the ingtdlation zip code.

Enter trangtion point assgned to.

Enter reporting date in the standard date format or type “today”
to get today’s date or type “t+7” to get the date 7 days from
today.

Enter <Y> if gpplicable.

Enter the separation authority regulation.

Enter <Y> if soldier isto be retired and had 18 or more

vears of active Federal sarvice on 1 November 1981. Enter
<N> for dl other soldiers.

Enter the city name of soldier’ s home of record.
Enter the state code of soldier’s home of record.
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CO:

Scheduled date of separation:

MDC:
FY:
Pl EAD or OAD:

ST:
CO:

Component:
CIC:
Avallable Date:

Enter the country code of soldier’s home of record.

Enter the scheduled date of separation in standard date format.
Enter the movement designator code.

Enter the ‘ movement designator code’ fisca year.

Enter the city name of place of entry into active duty or place
ordered to active duty.

Enter the state code of place of entry into active duty or place
ordered to active duty.

Enter the country code of place of entry into active duty or
place ordered to active duty.

Enter the soldier’ s component.
Enter CIC when appropriate for overseastravel.

Enter availability date in standard date format when gppropriate
for overseastrave.

Press <F3> to commit work or <F6> to cancd.
9.5 ORDER FORMAT 434 DATA ENTRY FORM,

Thisform isissued for trave to location of persond choice for retirement separation.

55H: 999998828

Orders Format 434 Data Entr
NHame: TUWENTYEIGHTH DJHS TEST Rank: LTC UIC: UELHB1

Unit of assignment: UELH HACOHMALST DUTY ASGHMT TEST

Install: SOME CITY

ST: AK APO-/FPO: Gateway: = ZIP: BBBBB-BBBA

Asgned to:

Reporting date:

EXPIRATION:

Authority:

Transition Assistance Hanagement Program:
Soldier entitled to

separation pag_lnu 18 USC 1174

Expiration 55B-U51 Reserve Commitment:

Retirement/Separation date: 1997.87,21
Payment Type:

Post Exchange-Commissary:

18 years active Federal Service on 1 How. 81: _
Authorized place of retirement.-separation:
FORT GREELY AK 96588-5888 (W4UJ38)

HDC:1R0 FY: _

Requested place of retirement.separation:

HOR:SOME CITY

ST:AK CO:US

CIC:

Available date: PEBD: HA
F3 = SAVE to commit work: F6 = CANCEL

P1 ERAD:SPHME CITY

Fgure 9.5-1. Order Format 434 Data Entry Form

Edd
SSN:

Name:

Rank:

UIC:

Ingdl:

ST:
APO/FPO:
Gateway:

ZIP:

Assigned to:
Reporting date:

Derription

The soldier’s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the inddlation name.

Enter the ingtalation state code.

Enter the ingtallation APO/FPO indicator.
Enter the ingtallation ‘ gateway area code.’
Enter the ingalation zip code.

Enter the trangtion point at location of choice.

Enter reporting date in the standard date format or type “today”
to get today’s date or type “t+7” to get the date 7 days from
today.
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Retirement/Separation date: Enter retirement date in standard date format.

Trandtion Assgtance Enter <Y> if gpplicable.

Management Program:

Payment Type: Enter “VS,” “SSB,” or “SEP PAY.”

Soldier entitled to: Enter “FULL” if soldier is entitled to full separation pay. Enter

EXPIRATION: Medica:

Post Exchange/Commissary
privileges.

Expiration SSB/VS
Reserve Commitment:
Authority:

18 years act Federd
Serviceon 1 Nov. 81:

MDC:
FY:

Authorized place of
retirement/separation:

Requested place of retirement/
Separation:

HOR:

ST:

CO:

A EAD:

ST:

CO:

CIC:

Available date:

“HALF’ if soldier is entitled to one-half separation pay. Enter
“NO” if soldier isnot entitled to separation pay.

Enter the expiration date of medica privileges in sandard date
format.

Enter the expiration date of post exchange/commissary
privileges in sandard date format.

Enter the SSB/VS reserve commitment date in standard
date format.

Enter separation authority.

Enter <Y> if soldier hed 18 years or more of active
Federd service on 1 November 1981. Enter <N> for dl other
oldies.

Enter movement designator code.
Enter movement designator code fiscal year.
Enter the authorized place of retirement or separation.

Enter the requested place of retirement or separation.

Enter the city name of the soldier’s home of record.

Enter the state code of the soldier’s home of record.

Enter the country code of the soldier’s home of record.
Enter the city name of the place of entry into active duty.
Enter the state code of the place of entry into active duty.
Enter the country code of the place of entry into active duty.

Enter Customer ldentification Code when agppropriate for
oversesstravel.

Enter availability date when appropriate for overseastravel.

Press <F3> to commit work or <F6> to cancdl.
0.6 ORDERFORMAT 454 DATA ENTRY FORM,

Release from attachment and resttachment for separation processing of ARNG or USAR soldier in

active Guard/Reserve status.
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Orders Forwat 454 Data Entr
55H: 999996828 2 Hame: TWEHTYEIGHTH DJHS TEST Rank: LTC  UIC: UELHB1

Unit of assignment: WELH HACOH-LST DUTY ASGHT TEST
5T: AK WAPOD-FPO:__  Gateway:  ZIP: BBEBE-2E8A

Install: SOHE CITY
Attached to:

Reporting date:

01 December 1999

Aeleased from attachment to:

Accounting classification:

HOR: SOHE CITY

5T. AK CO: US

Pl EAD or OAD: SPHE CITY
Scheduled date of separation: 199F-B7-21
Component: BA

PEBD: HA

F3 = SAVE to commit work; F& = CAHCEL

5T: AK CO: _

Figure 9.6-1. Order Format 454 Data Entry Form

Edd
SSN:

Name:

Rank:

uUIC:

Ingdl:

ST:
APO/FPO:
Gateway:
ZIP:
Attached To:

Reporting Date:

Re eased from attachment to:

Acoounting classfication:
HOR:

ST

CO:

P EAD or OAD:

ST:

CO:

Scheduled date of separation:

Comp:
PEBD:

-
The soldier’ s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the ingtdlation name.

Enter the ingdlation state code.

Enter the ingtalation APO/FPO indicator.
Enter the ingtallation * gateway area code.’
Enter the ingalation zip code.

Enter the reserve component unit to which the AGR soldier isto
be attached.

Enter the date in the Sandard date format or type “today” to get
today’ s date or type “t+7” to get the date 7 days from today.

Enter the reserve component unit from which the AGR soldier is
being released from attachment.

Enter the accounting classfication.

Enter the city name of the soldier’s home of record.
Enter the state code of the soldier’s home of record.
Enter the country code of the soldier’s home of record.

Enter the city name of the place of entry into active duty or the
place ordered to active duty.

Enter the state code of the place of entry into active duty or the
place ordered to active duty.

Enter the country code of the place of entry into active duty or
the place ordered to active duty.

Enter the scheduled date of separation in standard date format.
Enter the soldier’s component.
Enter the PEBD.

Press <F3> to commit work or <F6> to cancd.
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9.7 ORDERFORMAT 500 (DISCHARGE ORDERS) DATA ENTRY FORM.,

Thisform is used for discharge (includes resignation) from dl status or discharge from RA, while under
dua component enlistment option.

55H: 999998828

Unit of assignment: WELH HACOH-LST DUTY ASGHT TEST

Orders Format 588 Data Entry Form

Name: TUENTYEIGHTH DJHS TEST Rank: LTC  UIC: UELHBI1

Install:

SOHE CITY

ST: AK APO-FPO:__  Gateway:_  ZIP: BBBBA-BB88

Authority: AR 635-4A8

Effective date:

EXPIRATION:

HOR:

19978721

Transition Assistance Hanagement Program: _
Soldier entitled to

Hedical:
Expiration SSB-VUSI Reserve Commitment:

Travel is authorized in connection with the separation: _

Component: RA

Payment Type:
separation pay IAW 18 USC 1174

Post Exchange-Commissary:

ST: _ CO:

Pl EAD or DAD:
Dual USAR: _

PEBD: HRA

5T: _ CO: HOC : FY:

ARNG State: _
Disability Severence Pay: _
Percentage of disability:

Disability Pay Grade: _

38 Disability Yrs: _ Ho:

Day: __

F3 = SAVE to commit work; F6 = CAHCEL

Figure 9.7-1. Order Format 500 (Discharge Orders) Data Entry Form.

Note: Use this format when soldier is being discharged without being reassigned for Separation
processing. Use Format 501 when soldier is being reassigned for Separation processing and is being

discharged.
Hdd

SSN:
Name:
Rank:

UIC:
Ingdl:

ST
APO/FPO:
Gateway:
ZIP:
Authority:
Effective date:

Component:

Trandtion Assgtance
Management Program:

Payment Type:
Soldier entitled to:

EXPIRATION: Medicd:

Post Exchange/Commissary
privileges.

Description

The soldier’s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the inddlation name.

Enter the ingtallation state code.

Enter the ingtdlation APO/FPO indicator.
Enter the ingtallation * gateway area code.’
Enter theingdlation zip code.

Enter separation authority regulation.

Enter the effective date in the standard date format or type
“today” to get today’ s date or type “t+7” to get the date 7 days
from today.

Enter the soldier’ s component.
Enter <Y> if gpplicable.

Enter “VS,” “SSB,” or “SEP PAY.”

Enter “FULL” if soldier is entitled to full separation pay. Enter
“HALF" if soldier is entitled to one-half separation pay. Enter
“NO" if soldier isnot entitled to separation pay.

Enter the expiration date of medica privileges in standard date
format.

Enter the expiration date of post exchange/commissary
privileges in sandard date format.

9-8



Version 11.00

AISM 25-P5SB-A26-A1X-SUM 01 December 1999

Expiration SSB/VSI
Resarve Commitment:

Travd is authorized in connection
with the separation:

HOR:

ST

CO:

A EAD or OAD:

ST:
CO:

MDC:

FY:

Dud USAR:

ARNG State:

Disability Severance Pay:
Disability Pay Grade:
Percentage of disability:
Disability Years
Months:

Days.

Enter the SSB/VS reserve commitment date in standard
date format.

Enter <Y> if trave is authorized in connection with the
separation.
Enter the city name of soldier’s home of record.

Enter the state code of soldier’s home of record.
Enter the country code of soldier’s home of record.

Enter the city name of place of entry into active duty or place
ordered to active duty.

Enter the state code of place of entry into active duty or place
ordered to active duty.

Enter the country code of place of entry into active duty or
place ordered to active duty.

Enter the movement designator code.

Enter the movement designator code fiscd year.

Enter <Y> if soldier isdua component enlistee.

Enter state code of ARNG state.

Enter <Y> if solider isdigible for disability severance pay.
Enter disability pay grade.

Enter the percentage of disability (0 - 100).

Enter number of years.

Enter number of months.

Enter number of days.

Press <F3> to commit work or <F6> to cancel.
9.8 ORDERFORMAT 501 (REASIIGNMENT ORDERS) DATA ENTRY FORM.

Format 501 is issued to a soldier for reassgnment for Separation processing and discharge (induding
resgnation) from al status or discharge from RA while under dua component enlisment option. Use
this format when soldier is being reassigned for Separation processng AND discharged. Use Format
500 when soldier is being discharged without being reassigned for Separation processing.

SSH: 999998828 Hame:
Unit of assignment: UWELH HACOH-LST DUTY ASGHT TEST

Orders Format 581 Data Entr
TUENTYEIGHTH DJHS TEST Rank: LTC

UIC: MELHB1

Install: SOHE CITY

ST: AK APD/FPD:__  Gateway:_ ZIP: BBBBA-BABB

Assigned to:

Reporting date:

Date of discharge unless changed or rescinded: 1997/87-21
Transition Assistance Hanagement Program:
Soldier entitled to

Hedieal:
Expiration S55B-USI Reserve Commitment:

EXPIRATION:
Authority: AR 635-48

Component: RA PEBD: HA
o Payment Type:
separation pay IAW 18 USC 1174

Post Exchange-Commissary:

HDC: 1AD FY:

Is overseas travel involved: _
Pl EAD or OAD: SPHE CITY

HOR: SOHME CITY ST:
ST: AK CO: CIC:

Available date:

Disability Severence Pay: _
Percentage of disability: _38
F3 =

SAVE to commit work: F6 = CAHCEL B

Dual USAR: :_ ARNG State: _
Disability Pay Grade:

Disability Yrs: Ho:

Figure 9.8-1. Order Format 501 (Reassignment Orders) Data Entry Form

SSN:

-
The soldier’s SSN appears and protected.
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Name:

Rank:

UIC:

Ingdll:

ST:
APO/FPO:
Gateway:

ZIP.

Assgned to:
Reporting date:

Component:

Date of discharge unless
changed or rescinded:

Trandtion Assigtance
Management Program:

Payment Type:
Soldier entitled to:

EXPIRATION: Medical:

Post Exchange/Commissary
privileges.

Expiration SSB/VSI
Reserve Commitment:

Authority:

MDC:

FY:

Is overseas trave involved:
HOR:

ST:

CO:

A EAD or OAD:

ST:
CO:
CIC:

Avallable date:

The soldier’ s name agppears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the ingdlation name.

Enter the ingtallation state code.

Enter the ingtallation APO/FPO indicator.
Enter the ingtdlation ‘ gateway area code.’
Enter the ingtdlation zip code.

Enter the trangtion point assigned to.

Enter the reporting date in the standard date format or type
“today” to get today’s date or type “t+7” to get the date 7 days

from today.

Enter the soldier’ s component.

Enter the scheduled date of discharge in the standard date
format.

Enter <Y> if gpplicable.

Enter “VS,” “SSB,” or “SEP PAY.”

Enter “FULL” if soldier is entitled to full separation pay. Enter
“HALF" if oldier is entitled to one-half separation pay. Enter
“NO” if soldier isnot entitled to separation pay.

Enter the expiration date of medica privileges in sandard date
format.

Enter the expiration date of post exchange/commissary
privileges in sandard date format.

Enter the SSB/VSl resarve commitment date in
sandard date format.

Enter the separation authority regulation.

Enter the movement designator code.

Enter the movement designator code fiscdl year.
Enter <Y> if gpplicable.

Enter the city name of soldier’ s home of record.
Enter the state code of soldier’s home of record.
Enter the country code of soldier’s home of record.

Enter the city name of place of entry into active duty or place
ordered to active duty.

Enter the state code of Pl EAD or OAD.
Enter the country code of P EAD or OAD.

Enter Customer ldentification Code when agppropriate for
overseastravel.

Enter availability date when appropriate for overseas travel.
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Dud USAR:

ARNG State:

Disability Severance Pay:
Disaility Pay Grade:
Percentage of disahility:
Disadility Years.

Months:

Days.

Enter <Y> if soldier isdua component enlistee.

Enter state code of ARNG state.

Enter <Y> if solider isdigible for disability severance pay.
Enter disability pay grade.

Enter the percentage of disability (0 - 100).

Enter number of years.

Enter number of months.

Enter number of days.

Press <F3> to commit work or <F6> to cancdl.
9.9 ORDER FORMAT 505 DATA ENTRY FORM.

Release from custody and control of the Army on an effective date thet is indicated.

55H: 999998828

Hame:

Orders Format 585 Data Entr
TWEHTYEIGHTH DJHS TEST

Rank: LTC UIC: WELH®I1

Unit of assignment:

WELH HACOHM-LST DUTY ASGHT TEST

Install: SOHME CITY

Effective date:
HOR: SOHE CITY ST:
P1 EAD or OAD: SPHE CITY

19978721

ST: AK APO-FPO:__  Gateway:_ ZIP: BBBBB-BBB8

Ak CO: Us
ST: AK CO: __

Permanent address street:
SOME STREET

City: SOHE CITY
Foreign State:

ST:

RAK  ZIP Code: BBBBB-BABA

CO: US APO/FPO: _

Gateway Area Code:

Assumed Hame:

Soldier issued a Format 438 or 432: _

Foreign Postal Code:
HDC: _ FY:
False S5H:

PEBD: HA

F3 = SAVE to commit work;

F6 = CANCEL

Figure9.9-1. Order Format 505 Data Entry Form

Edd
SSN:

Name:

Rank:

uUIC:

Ingdl:

ST
APO/FPO:
Gateway:
ZIP:

Effective date:

HOR:

ST

CO:

Pl EAD or OAD:

-
The soldier’s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the inddlation name.

Enter the ingtdlation state code.

Enter the ingtallation APO/FPO indicator.
Enter the ingtallation * gateway area code.’
Enter the ingadlation zip code.

Enter the effective date in the standard date format or type
“today” to get today’s date or type “t+7” to get the date 7 days

from today.

Enter the city name of soldier’s home of record.

Enter the state code of soldier’ s home of record.

Enter the country code of soldier’s home of record.

Enter the city name of place of entry into active duty or place
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ST:

CO:

Permanent address strest;

City:

ST:

ZIP Code:

Foreign State:

CO:

APO/FPO:

Gateway Area Code:
Foreign Postal Code:

Soldier issued a Format 430 or 432;

MDC:

FY:

Assumed Name:
False SSN:

ordered to active duty.

Enter the state code of place of entry into active duty or place
ordered to active duty.

Enter the country code of place of entry into active duty or
place ordered to active duty.

Enter the soldier’ s permanent street address.

Enter the soldier’ s permanent address city name.

Enter the soldier’ s permanent address State code.

Enter the soldier’ s permanent address zip code.

Enter the soldier’ s permanent address foreign state name,
Enter the soldier’ s permanent address country code.

Enter the soldier’ s permanent address APO/FPO indicator.
Enter the soldier’ s permanent address gateway area code.
Enter the soldier’ s permanent address foreign postal code.
Enter <Y> if gpplicable.

Enter the movement designator code.

Enter the movement designator code fiscd year.

Enter the soldier’ s assumed name if applicable.

Enter the soldier’ sfalse SSN used if gpplicable.

Press <F3> to commit work or <F6> to cancd.
9.10 ORDER FORMAT 520 DATA ENTRY FORM,

Use this form to release Reserve Officers and Warrant Officers from active duty to enlist in the regular

Army.

55H: 999998828
Unit of assignment: WELH HACOH-LST DUTY ASGHT TEST

Orders Format 528 Data Entry Form

Name: TWENTYEIGHTH OJHS TEST Rank: LTC  UIC: UELHA1

Install: SOHE CITY ST: AK APO-FPO:__  Gateway:_  ZIP: BOOBB-BB88

Effective date:
Unpaid accrued leave will be carried over to neuw status: _

PEBD: HA

SSN:
Name:
Rank:
UIC:
Ingdl:

APO/FPO:
Gateway:

1997.,87-21

CANCEL

F3 = SAVE to commit work; F6 =

Fgure9.10-1. Order Format 520 Data Entry Form

Description

The soldier’s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the ingdlation name.

Enter the ingtallation State code.

Enter the ingtallation APO/FPO indicator.
Enter the ingdlation ‘ gateway area code.’
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ZIP:
Effective date:

Unpaid accrued leave will be
to new status:

Enter the ingtdlation zip code.

Enter the effective date in the standard date format or type
“today” to get today’s date or type “t+7” to get the date 7 days
from today.

Enter <Y> if leaveisto be carried over, otherwise carried over
<N>.

Press <F3> to commit work or <F6> to cancd.
9.11 ORDER FORMAT 522 DATA ENTRY FORM,

Use this form for release Reserve Officer from active duty and immediate reverson to regular Army

Warrant Officer Status.

S5H: 999998828

Unit of assignment:

Hame:

Orders Format 522 Data Entr

TUENTYEIGHTH DJHS TEST Rank: LTC

UIC: UELHB1

WELH MACOHM-LST DUTY ASGHT TEST

Install: SOHE CITY

ST: AK APO-FPO: Gateway:_ ZIP: BBBBAB-BAAA

date:
grade
grade

Effective
Temporary
Temporary
Permanent grade
Permanent grade
Assighed to:

of
of
of
of

19978721

rank:

rank date of rank:
rank:
rank date of rank:

Primary HOS:

PEBD: HA

F6 CANCEL

F3 = SAVE to commit work;

Figure9.11-1. Order Format 522 Data Entry Form

Edd
SSN:

Name:

Rank:

UIC:

Ingdl:

ST:
APO/FPO:
Gateway:
ZIP:

Effective date:

Temporary grade of rank:
Temporary grade of rank date:

Permanent grade of rank:
Permanent grade of rank date:

Description

The soldier’s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the ingdlation name.

Enter the ingtalation state code.

Enter the ingtallation APO/FPO indicator.
Enter the ingtallation ‘ gateway area code’
Enter the ingdlation zip code.

Enter the effective date in the standard date format or type
“today” to get today’s date or type “t+7” to get the date 7 days

from today.

Enter the temporary grade of rank abbreviation.

Enter the date of rank for the temporary grade of rank in
standard date format.

Enter the permanent grade of rank abbreviation.

Enter the date of rank for the permanent grade of rank in
standard date format.
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Assgned to:
Primary MOS:

Enter the trangtion point assigned to.
Enter the primary MOS of the officer.

Press <F3> to commit work or <F6> to cancdl.
9.12 ORDER FORMAT 523 (RELEASE FROM ACTIVE DUTY ORDERS) DATA ENTRY FORM,
Usethisform for release from active duty and assign to non-active duty ARNG or USAR datus.

9999986828 : TH OJHS TEST
Unit of ossignment: WELH HACOH~L3T DUTY ASOHT TEST

Hame: TWEHTYEIGH

[mstall: SOHE CITY
Effective date of release from active duty: 19978721

Assigned to:

§T: AK APOAFPO:__  Gakeway:

Terminal date of Aeserve obligation:
Transition Assistance Hanagement Program:
Soldier entitled to
EXPIRATION:
Expiration 55B8-U51 HAeserve Commitment:

0: SPHE CITY

- . Pa gfﬂllﬂ- THg:-‘

separation pay IAU I8 WSC 11

Hedical : Post Exchange-Commissary:

5T: BK CO: U5
____ S8T: BE CO: __
Component: HA PEBO: HA

F3 = SAVE to commit werk: F6 = CAMCEL

Fgure9.12-1. Order Format 523 (Release from Active Duty Orders) Data Entry Form

Edd
SSN:

Name:
Rank:

UIC:
Ingdl:

ST
APO/FPO:
Gateway:
ZIP:

Effective date of rdease from
active duty:

Assgned to:

Termind date of
Reserve obligation:

Trangtion Assstance
Management Program:
Payment Type:
Soldier entitled to:

Description

The soldier’s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the inddlation name.

Enter the ingtallation State code.

Enter the ingtallation APO/FPO indicator.
Enter the ingtdlation ‘ gateway area code.’
Enter the ingdlation zip code.

Enter the effective date of release from active duty in the
standard date format or type “today” to get today’s date or
type “t+7” to get the date 7 days from today.

If soldier is returning or transferring to USAR datus, enter the
USAR unit, to which soldier is being assigned or the
appropriate USAR control group when there is no specific unit
assgnment. For active Army personnd with a remaining
military service obligation, who are enlisting in ARNG unit, enter
the ARNG unit of assgnment. If soldier is returning to the
ARNG, enter the appropriate State National Guard.

Enter the termina date of military service obligation in
standard date format.

Enter <Y> if gpplicable.

Enter “VS,” “SSB,” or “SEP PAY.”

Enter “FULL” if soldier is entitled to full separation pay. Enter
“HALF if soldier is entitled to one-haf separation pay. Enter
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EXPIRATION: Medical:

“NO" if soldier isnot entitled to separation pay.

Enter the expiration date of medica privileges in sandard date
format.

Post Exchange/Commissary Enter the expiration date of post exchange/commissary

privileges. privileges in sandard date format.

Expiration SSB/VSI Enter the SSB/VSl reserve commitment date in standard

Reserve Commitment: date formeat.

HOR: Enter the city name of soldier’s home of record.

ST: Enter the state code of soldier’ s home of record.

CO: Enter the country code of soldier’s home of record.

M EAD or OAD: Enter the city name of place of entry into active duty or place
ordered to active duty.

ST: Enter the state code of place of entry into active duty or place
ordered to active duty.

CO: Enter the country code of place of entry into active duty or
place ordered to active duty.

MDC: Enter the movement designator code.

FY: Enter the movement designator code fiscd year.

Component: Enter the soldier’ s component.

Press <F3> to commit work or <F6> to cancdl.
9.13 ORDER FORMAT 524 DATA ENTRY FORM.,
Rdief from active duty - officers of AUS without component.

Orders Format 524 Data Entr
S5NH: 999998828 Hame: TWENTYEIGHTH DJHS TEST Rank: LTC UIC: UELHB1

Unit of assignment: WELH MACOM-LST DUTY ASGHT TEST

Install: SOHE CITY 5T: AK RAPOAFPD:__ Gateway:  ZIP: BBBBB-B880

Effective date: 199°7-87-21

Transition Assistance Hanagement Program: _
Soldier entitled to
EXPIRATION: Hedical:
Expiration S5B-USI Reserve Commitment:

Payment Type:
separation pay IAW 18 USC 1174
Post Exchange~Commissary:

PEBD: HA
F3 = SAVE to commit work; F6 = CANCEL

Fgure9.13-1. Order Format 524 Data Entry Form

Edd Description

SSN: The soldier’s SSN appears and protected.
Name: The soldier’ s name appears and protected.
Rank: The soldier’ s rank appears and protected.
UIC: Enter the Unit Identification Code.

Ingdl: Enter the inddlation name.

ST: Enter the ingtallation state code.
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APO/FPO:
Gateway:
ZIP.

Effective date:

Trangtion Assstance
Management Program:
Payment Type:
Soldier entitled to:

EXPIRATION: Medical:

Post Exchange/Commissary
privileges

Expiration SSB/VSI
Reserve Commitment:

Enter the ingtallation APO/FPO indicator.
Enter the ingtalation * gateway area code.’
Enter the ingdlation zip code.

Enter the effective date in the standard date format or type
“today” to get today’s date or type “t+7” to get the date 7 days
from today.

Enter <Y> if gpplicable.

Enter “VS,” “SSB,” or “SEP PAY.”

Enter “FULL” if soldier is entitled to full separation pay. Enter
“HALF” if soldier is entitled to one-haf separation pay. Enter
“NO" if soldier isnot entitled to separation pay.

Enter the expiration date of medicd privileges in sandard date
format.

Enter the expiration date of post exchange/commissary
privileges in sandard date format.

Enter the SSB/VS reserve commitment date in sandard
date format.

Press <F3> to commit work or <F6> to cancd.
9.14 ORDER FORMAT 526 (REASSIGNMENT ORDERS) DATA ENTRY FORM,

Reassignment for Separation processing, release from active duty, and assgn to non-active duty ARNG
or USAR gatus or to USAR in AGR datus.

SS5H: 999998828

Unit of assignment: WELH HACOM-LST DUTY ASGHT TEST

Orders Format 526 Data Entr
Hame: TUWEHTYEIGHTH DJHS TEST Rank: LT UIC: UELHBI1

Install: SOHME CITY ST: RK APO-AFPO:__ Gateway:_  <ZIP: BOBBB-BB80

Assigned to for transition processing:

Reporting date:
Attached to:

Date released from AD:1997/87-21 PEBD:HA

Assigned to:

Terminal date Reserve obligation: BBBB.88.-B8 Authority: AR 635-48
Transition Assistance Hanagement Program: _ Payment Type:
Soldier entitled to separation pay IAU 18 USC 1174

EXPIRATION:
Expiration 55B-USI Reserve Commitment:
Is overseas travel involved: _ HOR: SOHE CITY ST: RK CO: US
Pl EAD or OAD: SPHE CITY ST: RAK CO:

Hedical: Post Exchange-Commissary:

by Component: HA

ETS: 1997-B7-18

CIC: HOC: 1A0 FY: Available date:

F3 = SAVE to commit work: F6 = CANCEL

Figure 9.14-1. Order Format 526 (Reassignment Orders) Data Entry Form

SSN:

Name:
Rank:
uUIC:
Ingdl:

APO/FPO:

Description
The soldier’s SSN appears and protected.

The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the ingdlation name.

Enter the ingtdlation state code.

Enter the ingtallation APO/FPO indicator.
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Gaeway: Enter the ingtallation ‘ gateway area code.’

ZIP: Enter the ingadlation zip code.

Assgned to for trangtion processing:  Enter the transition point assigned to.

Reporting date: Enter the reporting date in standard date format or type “today”
to get today’s date or type “t+7” to get the date 7 days from
today.

Date of release from AD: Enter the date of release from active duty.

Attached To: Enter the USAR unit of atachment for AGR soldiers or “Not
goplicable.” Thisfidd dlows entry of the unit attached to.

Assgned to: Enter unit assgned to.

Termind date of Reserve obligation:

Authority:

Trandtion Assgtance
Management Program:
Payment Type:
Soldier entitled to:

EXPIRATION: Medical:

Post Exchange/Commissary
privileges.

Expiration SSB/VS
Reserve Commitment:

Is overseastrave involved:
HOR:

ST

CO:

Pl EAD or OAD:

ST:
CO:

Component:
ETS.

CIC:
MDC:

FY:
Avalable Date:

Enter termind date of reserve obligation in standard date
format.

Enter the separation authority regulation.
Enter <Y> if gpplicable.

Enter “VS,” “SSB,” or “SEP PAY.”

Enter “FULL” if soldier is entitled to full separaion pay. Enter
“HALF" if oldier is entitled to one-half separation pay. Enter
“NO" if soldier isnot entitled to separation pay.

Enter the expiration date of medica privileges in sandard date
format.

Enter the expiration date of post exchange/commissary
privileges in sandard date format.

Enter the SSB/VS reserve commitment date in standard
date format.

Enter <Y> if gpplicable.

Enter the city name of soldier’ s home of record.
Enter the state code of soldier’s home of record.
Enter the country code of soldier’s home of record.

Enter the city name of place of entry into active duty or place
ordered to active duty.

Enter the state code of place of entry into active duty or place
ordered to active duty.

Enter the country code of place of entry into active duty or
place ordered to active duty.

Enter the soldier’ s componernt.

Enter soldier’s expiraion of term of service date in standard
date format.

Enter Customer Identification Code (CIC) when appropriate
for overseastravel.

Enter the movement designator code.
Enter the movement designator code fiscd year.

Enter the avalability date in sandard date format when
appropriate for overseas travel.
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Press <F3> to commit work or <F6> to cancd.
9.15 ORDER FORMAT 530 DATA ENTRY FORM,

Use this format for inter-service trandfer of officers to the U.S. Navy, U.S. Marine Corps, U.S. Coast
Guard, or U.S. Air Force.

Orders Format 538 Data Entry Form
S5H: 99999868285 Hame: TUWENTYEIGHTH OJHS TEST Rank: LTC uIC: UWELHA1

Unit of assignment: WELH MACOM-LST DUTY ASGHT TEST

Install: SOHE CITY ST: AK APOD-FPO: Gateway:_  ZIP: BBBBB-BBBA

Effective date: 1997-87-21
Transferred to:

Assigned to:

Reporting date:
Soldier issued a Format 438 or 432:

Component: RA
PEBD: HA
F3 = SAVE to commit uwork; F6 = CANCEL

Figure 9.15-1. Order Format 530 Data Entry Form

EHdd Description

SSN: The soldier’s SSN appears and protected.

Name: The soldier’ s name appears and protected.

Rank: The soldier’ srank appears and protected.

uIC: Enter the Unit Identification Code.

Ingdll: Enter the ingtdlation name.

ST: Enter the ingtdlation state code.

APO/FPO: Enter the ingtallation APO/FPO indicator.

Gateway: Enter the inddlation ‘gateway area code.’

ZIP: Enter the ingtdlation zip code.

Effective date: Enter the effective date in the standard date format or type
“today” to get today’s date or type “t+7” to get the date 7 days
from today.

Transferred to: Indicate the service to which the officer is transferring.

Assgned to: Enter the trangtion point assigned to.

Reporting date: Enter the reporting date in standard date format.

Soldier issued aFormat 430 or 432 Enter <Y> if gpplicable.

MDC: Enter the movement designator code.

FY: Enter the movement designator code fiscd year.

Component: Enter the soldier’ s componernt.

Press <F3> to commit work or <F6> to cancd.
9.16 ORDER FORMAT 562 DATA ENTRY FORM,

Release from active duty and discharge of ARNGUS Enlisted personnd for purpose of immediate
reenlisiment and order to additiond active duty.
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Orders Format 562 Data Entr
55N: 999998828 Name: TWENTYEIGHTH DJHS TEST Rank: LTC

Unit of assignment: MELH HACOHM-LST DUTY ASGHT TEST

UIC: WELHA1

Effective date: 1997/87,21
Component: RA
Army Hational Guard State: _

Terminal date of Reserve ohligation: BBBBA.B8./88

PEBD: HA

F3 = SAVE to commit work; F6 = CAHCEL

Figure9.16-1. Order Format 562 Data Entry Form

Install: SOHE CITY ST: AK APO/FPD:__  Gateway:_ ZIP: BBBBB-BB808

Edd Derription

SSN: The soldier’s SSN appears and protected.

Name: The soldier’ s name appears and protected.

Rank: The soldier’ srank appears and protected.

UIC: Enter the Unit Identification Code.

Ingdl: Enter the inddlation name.

ST: Enter the ingtalation state code.

APO/FPO: Enter the ingtallation APO/FPO indicator.

Gaeway: Enter theinddlation ‘ gateway area code.’

ZIP: Enter the ingdlation zip code.

Effective date: Enter the effective date in the standard date format or type
“today” to get today’s date or type “t+7” to get the date 7 days
from today.

Component: Enter the soldier’s comporent.

ARNG State: Enter the Army Nationa Guard state code.

Termind date of Enter the termina date of military service obligation in

Reserve obligation: standard date format.

Press <F3> to commit work or <F6> to cancd.
9.17 ORDER FORMAT 600 DATA ENTRY FORM,
Service Retirement of enlisted personndl.

Orders Format 688 Data Entr
55N: 999998828 Hame: TUEHTYEIGHTH DJHS TEST Rank: LTC
Unit of assignment: WELH HACOM~LST DUTY ASGHT TEST

UIC: WELHB1

Effective date: 1997-87-21 PEBD: HA
Authorized place of retirement:
FORT GREELY AK 96588-5888 (U4UJ38)

Install: SOHME CITY ST: AK APO-FPO:__  Gateway:_ ZIP: BBEBB-BB86

Requested place of retirement:

Grade of rank to which advanced on retired list: _
Soldier issued a Format 438, 432, 434 order or is on a Hctive
Guard-Reserve status: _

18 years active Federal service on 1 Hov 81: _
HOR: ST:___ CO:__ P1 EAD:

Soldier has 28 but less than 38 years of service: _ 38 years of service: _

HDC:__ FY: Is PCH required: _ PCH:

On Temporary Disability Retired List with 28 years service: _
Add~Change Retirement Pay Information: >> DATA EXISTS

ST: CO:

<<

F3 = SAVE to commit work: F6 = CANCEL
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Figure9.17-1. Order Format 600 Data Entry Form

Edd
SSN:

Name:

Rank:

UIC:

Ingdl:

ST
APO/FPO:
Gateway:
ZIP:

Effective date:

Authorized place of retirement:
Requested place of retirement:

Soldier has 20 but less than
30 years of service:

30 years of service:

Grade of rank to which
advanced onretired list:

Guard/Resarve status;

18 years active Federa service
on 1 Nov 81:

HOR:

ST:

CO:

A EAD:

ST

CO:

MDC:

FY:

IS PCN required:

PCN:

On Temporary Disability Retired
List with 20 years service:

Add/Change Retirement
Pay Information:

Description

The soldier’s SSN appears and protected.
The soldier’ s name appears and protected.
The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the inddlation name.

Enter the ingtallation state code.

Enter the ingtallation APO/FPO indicator.
Enter the ingalation * gateway area code.’
Enter the ingdlation zip code.

Enter the effective date in the standard date format or type
“today” to get today’ s date or type “t+7” to get the date 7 days

from today.
Enter the authorized place of retirement.

Enter the requested place of retirement.
Enter <Y> if gpplicable.

Enter <Y> if the soldier has 30 or more years of service.
Enter the grade of rank abbreviation.

Enter <Y> if gpplicable.

Enter <Y> if soldier had 18 years or more of active
Federd sarvice on 1 November 1981. Enter <N> for dl other
oldies.

Enter the city name of soldier’s home of record.
Enter the state code of soldier’s home of record.
Enter the country code of soldier’s home of record.
Enter the city name of place of entry into active duty.
Enter the state code of place of entry into active duty.
Enter the country code of place of entry into active duty.
Enter the movement designator code.

Enter the movement designator code fiscd year.
Enter <Y> if gpplicable.

Enter the perscom control number (PCN).

Enter <Y> if gpplicable.

Enter <Y> if you want to add or change the retirement
pay information. You will only be able to enter this areaif your
functiond adminigtrator has given you the access.

Press <F3> to commit work or <F6> to cancd.
9.18 ORDER FORMAT 610 DATA ENTRY FORM,

9-20



Version 11.00 AISM 25-P5SB-A26-A1X-SUM

01 December 1999

Disability retirement (temporary) of regular Army personnel.

Orders Format 618 Data Entr
Hame: TWEHTYEIGHTH DJHS TEST
UWELH HACOM-LST DUTY ASGHT TEST

S5H: 999998828
Unit of assignment:

Rank: LT

UIC: WELHB1

Install: SOHE CITY ST: AK APO-FPOD:___
Effective date of retirement: 1997-87-21
Authorized place of retirement:

FORT GREELY AK 96588-5888 (U4UJ3E>

Gateway:__

cIP: BBBBB-BBBA

Requested place of retirement:

Soldier issued a Format 438, 432, or 434: _

18 years active Federal service on 1 Hov 81: _

HOR:

ST:__ CO:__

P1 ERD:

ST:__ CO:__ HOC: FY:

PEBD: HA

Hember of an Armed Force on 24 September 1975: H
Add-Change Retirement Pay Information: _

>>__ DATA EXISTS 144

F3 = SAVE to commit work; F6 = CAHCEL

Fgure9.18-1. Order Format 610 Data Entry Form

Edd
SSN:

Name:

Rank:

UIC:

Ingdl:

ST:

APO/FPO:

Gateway:

ZIP:

Effective date of retirement:

Authorized place of retirement:
Requested place of retirement:

Soldier issued a Format
430, 432, or 434:

18 years active Federd service
on 1 Nov 81:

HOR:
ST:
CO:

A EAD:
ST:
CO:

Desrription
The soldier’ s SSN appears and protected.
The soldier’ s name appears and protected.

The soldier’ srank appears and protected.
Enter the Unit Identification Code.

Enter the inddlation name.

Enter the ingtalation state code.

Enter the ingtalation APO/FPO indicator.
Enter the ingtallation gateway area code.
Enter the ingdlation zip code.

Enter the effective date of retirement in the standard date format
or type “today” to get today’ s date or type “t+7” to get the date
7 days from today.

Enter the authorized place of retirement.
Enter the requested place of retirement.
Enter <Y> if gpplicable.

Enter <Y> if soldier had 18 years or more of active
Federd service on 1 November 1981. Enter <N> for dl other
oldiers.

Enter the city name of soldier